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GL220 Creating and Managing Journal Entries (DBF)

Course Overview

Journal entries are created in GEARS one of three ways. First, many journals will be created
when financial information is interfaced from modules within GEARS, such as Payables, Billing
and Accounts Receivable, using the Journal Generator process. Second, corrections,
reclassifications, and accruals are entered manually on an ad hoc basis. Lastly, spreadsheet
journal uploads are another way to create journal entries, but are typically used when entering a
large number of journal entries at once.

The GL220 Creating and Managing Journal Entries (DBF) course discusses how to create and
manage journal entries online and through the Journal Generator process, and also discusses how
to inquire upon journals posted and accounting information in the General Ledger.

Course Outline
The following sections and lessons provide information and step-by-step instructions on creating
and posting reclassification journal entries and reviewing ledger balances in the General Ledger:

Course Audiences and Prerequisites

Lesson 1: Understanding the Journal Entry Process
Lesson 2: Creating Journals Online

Lesson 3: Creating and Using Standard Journals
Lesson 4: Performing Exception Processing

Lesson 5: Batch Processing

Lesson 6: Using General Ledger Inquiries and Reports
Course Summary
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Course Audiences and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

o Department of Budget and Finance (All Offices)

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e GL Journal Creator DBF

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e GL100 Understanding GEARS General Ledger Processes
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Lesson 1: Understanding the Journal Entry Process

Lesson Overview

A journal is an accounting entry entered online or input from a GEARS module (e.g., Payables,
Receivables) as a Journal to the General Ledger. A journal entry is used to record accounting
entries for transactions that are recorded in GEARS. Journal entries are created in GEARS one of
three ways. First, many journals will be created when financial information is interfaced from
modules within GEARS, such as Payables, Purchasing, eProcurement, Billing, and Receivables,
using the Journal Generator process. Second, corrections, reclassifications, and accruals are
entered manually on an ad hoc basis. Lastly, spreadsheet journal uploads are another way to
create journal entries, but are typically used when entering a large number of journal entries at
once.

Journal entries are recorded by Judiciary courts and departments, including the Department of
Budget and Finance (DBF). When journals are created or edited by non-DBF Judiciary
departments or courts, they are initially approved by assigned GEARS users in the associated
courts and departments. Final approval and posting of journal entries are made by Department of
Budget and Finance (DBF).

General Ledger — Journal Entry Process
The process flow and table below highlights the process for journal entry process.

Record Journal Edit Check Budget Check Approve Journal Post Journal

Entries Journals Journals Entries Entries
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Process Description
1. Record Joumal Entries The GL Journal Creator (DBF and Field) records and edits journal entries
into GEARS General Ledger.
Methods for recording (creating) journal entries:
1. Interface — interfaced from modules within GEARS, such as
Payables, Purchasing, eProcurement, Billing, Commitment Contral,
and Receivables, by running the Journal Generator process (batch
process)
2. Manual - corrections, reclassifications, and accruals on an adhoc
basis
3. Spreadsheet Uploads - typically used when entering a large number
of jounal entries at once.
All errors must be cormected prior to saving the journal.
2 Edit Journals Before a joumal can be posted to the General Ledger, a series of edits must
be performed. These edits verify that:
o Chartfield values are valid
¢« Debits equal credits
s« Joumal entries are flagged for posting to the target ledger
3. Budget Joumal Entries The Budget Check Journals process checks the journal lines for the control
budget and reserves the funds.
MOTE: This process is only run for jounals created in the General Ledger.
4 Approve Journal Entries There are two levels of approval for journal entries, (1) the non-DBF court
approval (GL Field Journal Approver) and (2) DBF approval (GL DBF
Journal Approver).
5. Post Joumnal Entries Joumnal entries have to be posted to the Actuals. The Post Journal Entries
Journals process is run by authorized GEARS users to post the journals.
Posting can be done online or through a batch process.

Lesson Objectives
After completing this lesson, you will be familiar with:

How journal entries are created in General Ledger
The process for creating journal entries in General Ledger
The process for adjusting/correcting journal entry errors
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1.1 Reviewing a GL Journal

When journal entries are established, accounting information is recorded on the journal header
and journal line(s). The journal header stores high-level information about the journal, including
journal ID, accounting date, fiscal year, journal source, etc. The journal lines contain accounting
information to be posted to the General Ledger (e.g., Unit, Ledger, Batch Agency, PCA, Fund,
Account, Program, Appropriation Number, Appropriation Year).

After completing this topic you will be familiar with:

e The components of a journal entry

Procedure

In this topic, you will review a journal entry that has been created in the system.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites  Main Menu > General Ledger > Journals > Journal Entry » Create/Update Journal Entries

¢ JLines " Totals |” Emors " Approval

Elnewwindow 7 Help [ Personalize Page %, htp

Unit: MDJUD Journal ID: 0000000242 Date: 01/10/2013

Long Description:
*Ledger Group: Adjusting Entry: Mon-Adjusting Entry -
Ledger: Fiscal Year: 2013

*Source: Period:

Reference Number: [ ADB Date:

Journal Class: ’70\

Transaction Code: [GENERAL @ Auto Generate Lines

[T] save Journal Incomplete Status
SJE Type: - [Z] Autobalance on 0 Amount Line

Currency Defaults: USD/CRRNT /1

Attachments (0 Commitment Control

Reversal Do Not Generate Reversal

Entered By: kathleen.long Long, Kathleen
Entered On: 011102013 10:41:49AM
Last Updated On: 01M0/2013 10:41:49AM
B save L. RetuntoSearch [t Previousinlist |+E Nextinlist | [Z] MNofify = s Refresh [Er Add

Header | Lines | Totals | Erors | Apsroval

Step Action

1. The Journal Header page displays the journal header information for the journal
entry.

In this example, we are displaying a journal entry for MDJUD Business Unit for
Fiscal Year 2013.
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ORA
Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries
ENew Window ? Help [ Personalize Page &, hip
CEECEEN Lines ( Totals | Errors [ Approval

Unit: MDJUD Journal ID: 0000000242 Date: 01/10/2013

Long Description: )
*Ledger Group: ACTUALS Adjusting Entry: Non-Adjusting Entry e
Ledger: Fiscal Year: 2013

*Source: ONL Period: 7

Reference Number: [ ADB Date:

Journal Class: e

Transaction Code: [GENERAL | Auto Generate Lines

[C] save Journal Incomplete Status
SJE Type: - [ Autobalance on 0 Amount Line
Currency Defaults: USDJ CRRNT /1

Aftachments (0} Commitment Control

Reversal: Do Mot Generate Reversal

Entered By: kathleen long Long, Kathleen
Entered On: 011012013 10:41:49AM
Last Updated On: 011012013 10:41:49AH
B Save Q& RetunioSearch | |+ PreviousinList | {5 NextinList| [=] Nolity | s Refresh | s Add date/Dispiay

Header | Lines | Totals | Errors | Approval

Step Action

2. Let's take a look at some of the key fields included on the Journal Entries Header
page.

Once a new journal entry is saved, the system will auto-assign a Journal ID. You
can use the Journal 1D when searching for journals created in General Ledger.

In this example, the Journal ID is 0000000242.
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OIRA
Home | Workist | MuliChannel Console | Addto Favories |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

0 New Window ? Help [& Personalize Page |2, hiip

m Lines [ Totals " Errors [ Approval

Unit: MDJUD Journal ID: 0000000242 Date: 01/10/2013

Long Description: )
*Ledger Group: Adjusting Entry: Non-Adjusting Entry -
Ledger: Fiscal Year: 2013

*Source: Period:

Reference Number: [ ADB Date:

Journal Class: e

Transaction Code: [GENERAL | Auto Generate Lines

[C] save Journal Incomplete Status
SJE Type: - [ Autobalance on 0 Amount Line
Currency Defaults: USDJ CRRNT /1

Aftachments (0} Commitment Control

Reversal: Do Mot Generate Reversal

Entered By: kathleen long Long, Kathleen
Entered On: 01/10/2013 10:41:49AM
Last Updated On: 011012013 10:41:49AM
B save L\ Returnto Search |t PreviousinList |4[E Nextin List Notify | s Refresh [+ Add

Header | Lines | Totals | Errors | Approval

Step

Action

The Accounting Date field indicates when a transaction is recognized, as opposed
to the date the transaction actually occurred. The accounting date and transaction
date can be the same. The accounting date determines the period in the General
Ledger when the transaction is to be posted. You can only select an accounting date
that falls within an open period in the ledger to which you are posting.

You can use the Journal Date when searching for journals created in General
Ledger.

In this example, the accounting date for this journal entry is 01/10/2013.
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Favorites - Main Menu » General Ledger > Joumals > Joumal Entry » Create/Update Journal Entries

Lines " Totals " Errors

Approval

{‘3@

ENew Window ? Help [ Personalize Page &, hip

Unit: MDJUD

Long Description:

~Ledger Group:

Journal ID:

0000000242

Date: 011062013

ACTUALS

|

Ledger:
*Source:

Reference Number:
Journal Class:

Transaction Code:

SJE Type:
Currency Defaults: USD / CRRNT /1

Aftachments (0

Reversal: Do Mot Generate Reversal
Entered By:

Entered On:

Last Updated On:

B save  Q RetunioSearch | |+ PreviousinList | [+E) NextinList| [Z] Noiity

Header | Lines | Totals | Errors | Approval

L 1
—
[ a
[GENERAL

kathleen.long
01/10/2013 10:41:49AM

011012013 10:41:49AM

Adjusting Entry:
Fiscal Year:
Period:

ADB Date:

Commitment Control

Long, Kathleen

|4 Refresh |

Non-Adjusting Entry

2013

Auto Generate Lines

[C] save Journal Incomplete Status

[[] Autobalance on 0 Amount Line

S Add

GEARS

General Enterprise And Resource Support

lipdate/Di

Step

Action

The Ledger Group field indicates the ledger group to which the journal entry is

posted.

In General Ledger, all accounting entries are posted to the Actuals ledger.

Favorites - Main Menu » General Ledger > Joumals > Joumal Entry » Create/Update Journal Entries

Lines " Totals " Errors

Approval

ENew Window ? Help [ Personalize Page &, hip

Unit: MDJUD

Long Description:

*Ledager Group:
Ledger:

*Source:
Reference Number:
Journal Class:

Transaction Code:

SJE Type:

Currency Defaults: USD /CRRNT /1
Attachments (0

Reversal: Do Mot Generate Reversal
Entered By:
Entered On:

Last Updated On:

B save |\ ReuntoSearch | [+ Previousinlist| 45 Nextinlist| [ Notify

Header | Lines | Totals | Errors | Approval

Journal ID:

0000000242

Date: 01/10/2013

Q
CENERAL |Q

|

kathleen.long
01/10/2013 10:41:49AM

011012013 10:41:49AM

Adjusting Entry:
Fiscal Year:
Period:

ADB Date:

Commitment Control

Long, Kathleen

|7y Refresh |

Non-Adjusting Entry

2013

Auto Generate Lines

[C] save Journal Incomplete Status

[C] Autobalance on 0 Amount Line

S Add

Update/Di
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Step

Action

5.

The Adjusting Entry field indicates the journal entry is a "Non-Adjusting Entry" or
an "Adjusting Entry". When a journal entry is a "Non-Adjusting Entry", it is posted
into a regular accounting period e.g. 1 through 12. Adjusting Entries are posted into
period 998 (sometimes referred to as period 13).

In this example, the journal entry is "Non-Adjusting Entry".

ORA
Home | Workist | MuliChannel Console | Addto Favories |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

ENew Window ? Help [ Personalize Page &, hip
CPPVEN Lines ' Tolals | Evrors " Approval

Unit: WDJUD Journal ID: 0000000242 Date: 01/1012013
Long Description: ]
“*Ledger Group: ACTUALS Adjusting Entry: Mon-Adjusting Entry -
Ledger: Fiscal Year: 2013
Reference Number: ‘ ADB Date:
Journal Class: e
Transaction Code: [GENERAL | Auto Generate Lines

[C] save Journal Incomplete Status
SJE Type: - [C] Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1

Attachments (0} Commitment Control

Reversal: Do Mot Generate Reversal

Entered By: kathleen long Long, Kathleen
Entered On: 011012013 10:41:49AM
Last Updated On: 011012013 10:41:49AH
B Save Q& RetunioSearch | |+ PreviousinList | {5 NextinList| [=] Nolity | s Refresh | s Add date/Dispiay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The Source field is used to designate the origin of the journal entry. For example, if
a journal entry originated in the Accounts Payable module in GEARS, the journal
source would be "AP". Most journals will originate through online entry. The
source for online entry is "ONL".

The values in the Source field are as follows:
- AM Asset Management

- AP Accounts Payable

- AR Accounts Receivable
- Bl Billing

- CA Contracts

- CLO GL Closing Process
- CNV Conversion

- EXT External Application
- GM Grants Management
- IN Inventory

- ONL Online

- PAY Payroll

- PC Project Costing

- PO Purchasing

In this example, the journal was entered online and the source is "ONL".

OIRA
Home | Workist | MuliChannel Console | Addto Favories |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

0 New Window ? Help [& Personalize Page |2, hiip

.’ i;—.m.' Lines " Tolals " Errors | Approval

Unit: MDJUD Journal ID: 0000000242 Date: 01/10/2013

Long Description: )
*Ledger Group: Adjusting Entry: Non-Adjusting Entry -
Ledger: Fiscal Year: 2013

*Source: Period:

Reference Number: [ ADB Date:

Journal Class: e

Transaction Code: [GENERAL | Auto Generate Lines

[C] save Journal Incomplete Status
SJE Type: - [ Autobalance on 0 Amount Line
Currency Defaults: USDJ CRRNT /1

Aftachments (0} Commitment Control

Reversal: Do Mot Generate Reversal

Entered By: kathleen long Long, Kathleen
Entered On: 01/10/2013 10:41:49AM
Last Updated On: 011012013 10:41:49AM
B save O\ Returnto Search |t PreviousinList |4+[E Nextin List Noify | s Refresh [+ Add

Header | Lines | Totals | Errors | Approval
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Step Action

7. The Period field indicates the period in the General Ledger when the transaction is
to be posted.

In this example, the Period is Period 7 of Fiscal Year 2013.

ORA
Home | Workist | MukChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu > General Ledger > Journals > Journal Entry » Create/Update Journal Entries

\/ Tofals " Errars " Approval

Enewwindow 7 Help & Personalize Page 8 hip

Unit: WDJUD Journal ID: 0000000242 Date: 01/10/2013

Long Description:
*Ledger Group: ACTUALS Adjusting Entry: Non-Adjusting Entry -
Ledger: Fiscal Year: 2013

*Source: ONL Period: 7

Reference Number: [ ADB Date:

Journal Class: ’70\

Transaction Code: [GENERAL @ Auto Generate Lines

[T] save Journal Incomplete Status
SJE Type: - [7] Autobalance on 0 Amount Line

Currency Defaults: USD/CRRNT /1

Attachments (0) Commitment Control

Reversal: Do Not Generate Reversal

Entered By: MDJ_GL_JRNL_CREATOR_FIELDTest User
Entered On: 01102013 10:41:49AM
Last Updated On: 01M0/2013 10:41:49AM
B save L. ReturntoSearch [t PreviousinList |+ Nextinlist [Z) Nofify | s Refresh [Er Add lipdate/Displa

Header | Lines | Totals | Erors | Apsroval

Step Action

8. Click the Lines tab.

9. The journal Lines page displays the transaction or journal line that is linked to a
header.
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OIRA
Home | Workist | MuliChannel Console | Addto Favories |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

0 New Window ? Help [& Personalize Page |2, hiip

Header m Totals | Emors  Approval

Unit: MDJUD Journal ID: 0000000242 Date: 01710/2013 Errors Only
Template List Search Criteria Change Values

Inter/intraUnit “Process: Edit Journal - Process Line: 10

= N " Batch Approp
Tl Line Unit Ledger SpeedType Pl PCA Fund  Account Program \ PPPR - appropyr  affliat

B 1 MDJUD |Gy AGTUALS Q [c15/q (00205 (3037 (0401 @ (BO0E |Gy [A0D00B[Q [Av2012Qy Q
F 2 MDJUD  |Q ACTUALS @ [c15/q, [oozos @ [3037@ (2001 |@ [B006 @ [A0008@ [avz01ZQ Q
|

< i

Lines to add: 1 =

unit Total Lines Total Debits Total Credits Journal Status Budget Status

MDJUD 2 100.00 100.00 N N

5 save . Returnto Search |t PreviousinList |+E Nextin List Notify | s Refresh [E+ Add

Header | Lines | Totals | Errors | Approval

Step Action

10. In the GEARS Purchasing, eProcurement and Payables modules, line-level
information includes the detailed elements of a transaction.

For example, in Purchasing, eProcurement and Payables, lines include the goods or
services being requested and how much they cost. In Commitment Control and
General Ledger, journal lines contain accounting information to be posted to the
budget ledgers and/or General Ledger.

In this example, there are two journal lines containing accounting information to be
posted to the General Ledger.

11. The SpeedType field is a shortcut to entering account for transactions. The
SpeedType name is equivalent to a PCA value. When GEARS users enter the PCA
code in the SpeedType field, the Batch Agency, PCA, Fund, Account, Program, and
Appropriation Number fields will automatically populate.

12. In this example, SpeedType '00306' was entered and the associated codes for Batch
Agency, PCA, Fund, Account, Program, and Appropriation Number automatically
pre-populated.

13. The Process field indicates the task to be performed for the journal entry.

Click the Process list.
Edit Journal -
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Home | Workist | MuliChannel Console |  Addto Favories |  Sign out
Favorites ~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

ENew Window ? Help [ Personalize Page &, hip

Header Totals " Errors " Approval

Unit: MDJUD Journal ID: 0000000242 Date: 01710/2013 Errors Only
Template List Search Criteria Change Values
Inter/intraUnit “Process: Edit Journal Pracess 1= 2] Line: 10 @ =

Budget Check Journal
Copy Journal

Delete Journal
Edit/Pre-Check

Edit Chartfield

Edit Journal

Personaiize | Fing | H | 3
Approp
Humber

1306 [3037Q (0401 @ [B006 @ [A000B/Q [Av2012Qy Q

Select  Line “Unit “Ledger

] 1 MDJUD Q_ ACTUALS

A Fund  Account Program Approp Yr  Affiliate

B 2 MDJUD  |Q ACTUALS ;ﬁﬁ:jﬁﬂ::::mmm 1306, [3037Q, (2001 @ [Booe |@ [aooosQy [AvzoiZQy Q
J
< Refresh Journal *
Submit Journal
Lines to add: 1 = B
Personalize | Find | View A1 | B8 | 38 First £ g orq O (ast
Unit. Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 2 10000 100.00 N N
B Save Q. RetuntoSearch | |+ PreviousinList | {5 NextinList| [Z] Nolity | s Refresh | [EAdd) [Eiipdaicisply

Header | Lines | Totals | Errors | Approval

Step

Action

14.

The following list of processes can be performed for a journal entry:

- Budget Check Journal
- Copy Journal

- Delete Journal

- Edit / Pre-Check

- Edit Chartfield

- Edit Journal

- Post Journal

- Print Journal (XMLP)
- Refresh Journal

- Submit Journal

In this example, the "Edit Journal” task was performed for this journal entry.

15.

Click the Totals tab.
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Home | Workist | MuliChannel Console |  Addto Favories |  Sign out
Favorites -~ Main Menu » GeneralLedger > Journals > Journal Entry » Create/Update Journal Entries

ENew Window ? Help [ Personalize Page &, hip

Unit: WDJUD Journal ID: 0000000242 Date: 0110/2013
Tofals Find | View a1l First Kl 1011 O Last
=1
“Unit *Ledger Fund
[pJup Q. [AcTUALS Q. [s037 Q
Currency: DSD A pepye: Debits: 10000  Debits:
Credits: Credits: 10000  Credits:
Net: 0.00
Base Currency: usb Debits: Debits: 10000  Debits:
Credits: Credits: 10000  Credits:
Net: 0.00
Units: Units: 000 Units:
Lines: Lines: 2 Lines:
[ save & RetuntoSearch [t PreviousinList |{E Nextinlst| [ Nefity | s Refresh s Add Update/Bispia

Header | Lines | Totals | Erors | Approval

Step

Action

16.

The Journal Totals page is used to specify control debit and credit amounts
(optional) and the number of lines. Additionally, the actual debit and credit amounts

are displayed.

In this example, there are 2 journal lines, (1) totaling, $100.00 debits and (2)

totaling, $100.00 credits.

17.

Click the Errors tab.

Errors

Page 14
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Home
Favorites - Main Menu » General Ledger > Joumals > Joumal Entry » Create/Update Journal Entries

B New Window ? Help [ Personalize Page &, hip
Header ( Lines ' Tolals Approval |

Unit: MDJUD Journal ID: 0000000242 Date: 0141012013

~ Header Errors

personalize | Find | B | 3 First ) 4074 1 Last

Field Long Name: Message Text

Mo journal headers are marked in error.

personalize | Find | B | 3 First ) 4074 1 Last

Field Long Name: Message Text

No journal line between line 1 and line 2 is marked in error.

[E) save [\ Returnto Search  +[F PreviousinList +E Nextinlist [=7] Notify  rl Refresn Er Add Update/Display

Header | Lines | Totals | Errors | Approval

javascript: submitAction_wind{document.wind, EICPanel5'); |

Step Action

18. The Journal Errors page displays errors that occur when a journal entry has been

edited. This page shows header and line errors.
Some typical journal errors include:

- Invalid Chartfield values.

- Debits do not equal credits

In this example, there are no journal entry errors.

19. Click the Approval tab.

Page 15



Training Guide % GEARS

_,(} General Enterprise And Resource Support

Favorites - Main Menu » General Ledger > Joumals > Joumal Entry » Create/Update Journal Entries

ENewWindow 7 Help [& Personalize Page B, htp

Header " Lines ' Totals " Ermors (AL )

unit: MDJUD Journal ID: 0000000242 Date: 011012013

Approval Status Find First K1 1071 D Last
unit: MDJUD
Approval Check Active: N
Approval Status: None

Approval Action:

‘Comments for Denial Email:

Approval History

Step Path Status DatefTime Stamp user 1D
B Save | £\ RetuntoSearch| [tE PreviousinList | |4 Nextinlist| [Z] Notity | s Refresh |Beotrd| | Ftipasteibispiay.

Header | Lines | Totals | Erors | Approval

Step Action

20. The Journal Approval page is used displays the approval status for the journal entry.

In this example, Journal 1D 0000000242 has not been submitted; therefore, no
approval action has been taken. The approval status field displays "None".

Home
Favorites - Main Menu » General Ledger > Joumals > Joumal Entry » Create/Update Journal Entries

ENewWindow 7 Help [& Personalize Page B, htip

Header " Lines ( Totals [ Errors

unit: MDJUD Journal ID: 0000000242 Date: 011012013 | submit |
Approval Status Find First K1 4074 I Last
unit: MDJUD
Approval Check Active: N
Approval Status: None

Approval Action:

‘Comments for Denial Email:

Approval History

Step Path  Status DatefTime Stamp user 1D
|E) Save | |4 Returnto Search [+ PreviousinList | |+E] NestinList| [S] Notify | | Refresh |Eeoadd | | -UpgsteDispiay

Header | Lines | Totals | Erors | Approval
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Step Action

21. You have successfully completed the Understanding the Journal Entry Process
topic.

You have learned how to:

- Review a journal entry

- Review the journal header and journal lines
- Review the journal process tasks

- Identify the approval status of a journal
End of Procedure.
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Lesson 2: Creating Journals Online

Lesson Overview

In this lesson, you learn how to create journal entries online (manually) in General

Ledger reclassifications, adjustments, accruals, one-sided journals and Inter-Agency payment
transactions

Lesson Objectives
After completing this lesson, you will be able to:

o Create, edit and post a journal entries using the General Ledger journal entry pages

2.1 Entering a Reclassification Journal Entry

Use a General Ledger journal entry to reclassify a journal that has already been posted to the
Actuals ledger. Consider this scenario: In GEARS, accounting periods are opened by module. For
example, an accounting period could be open for General Ledger transactions and closed for
Accounts Payable transactions.

After completing this topic, you will be able to:

e Enter a reclassification journal entry
o Edit and post the journal entry

Procedure

In this topic you will learn how to edit and post a journal entry.

Step Action

1. Click the General Ledger link.
|- General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4. Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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/dd to Favorites

Favorites  Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries
ENewWindow  ? Help B http

Create/Update Journal Entries

d an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/01/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. Be sure the fields above are populated with the appropriate information.

Click the Add button.

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

Enew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 11i01/12012

Long Description: I @
“Ledger Group: [fcTuas | Adjusting Entry: [NonAdustngEnty =]
Ledger: [ e Fiscal Year: 2013

*source: qu Period: 5

Reference Number: [ ADB Date: [imiz012]

Journal Class: [ e

Transaction Code: [cENERAL @ I™ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On:
Last Updated On:
[ save | [=] Notify | | s Refresh E¥ Add | | £ updateisplay

Header | Lines | Totals | Errors | Approval
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Step

Action

6.

Enter the desired information into the Long Description field.

ORACLE

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > General Ledger > Joumak » JoumalEntry > Create/Update Journal Entries

B New Window ? Help [ Personalize Page &, hip

Long Description:

*Ledger Group:
Ledager:

*Source:

Reference Number:
Journal Class:

Transaction Code:

SJE Type:

Currency Defaults' USD ! CRRNT (1

Attachments (0)

Reversal Do Not Generate Reverssl

Entered By:

Entered On:

Last Updated On:
& save| [ Notify | |4 Refresh |
Header | Lines | Totals | Errors | Approval

Lines ( Totals ( Ermors | Approval
Unit: MDJUD Journal ID: NEXT Date: 1101/2012

ICreate‘ ‘edit and post a journal to a regular period

—
o
e
[GENERAL

Adjusting Entry:

Fiscal Year:
Period:
ADB Date:
Q
a

=l

Commitment Control

Kenneth Schumacher

Non-Adjusting Entry -

2013
11/01/2012

I~ Auto Genel
I save Joun

™ Autobalan

(]

rate Lines
nal Incomplete Status

ce on 0 Amount Line

Eb Add | UpdateDisplay

Action

Click the Save Journal Incomplete Status option to deselect it.

||7 Save Journal Incomplete Status

Click the Lines tab.
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Add to Favor

Hor
Favorites = Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

 Header - Totals ' Erors ' Approval

Unit: MDJUD Journal ID: NEXT

Enew Window ? Help [ Personalize Page B hitp

Date: 11101/2012
Change Values

Template List
[Edit Journal = [ Process |

Interfintralnit | +*Process:
Personalize | Find

i “Uni . Approp . und
Select Line  “Unit Ledger SpeedType PCA Fund  Account Program  APP'P  AppropY¥r  Affiliate e
- MDJUD @, ACTUALS Q Q Q Q Q Q a a
1] | >
Lines to add: 1 =
Personalze | Find | Viev 1] B Frst Kl 1071 O L
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 T N
|B save | [=] notity | | Refresh | Add | | ] UpdateDispiay |

Header | Lines | Totals | Erors | Approval

Training Guide

Action

Enter the desired information into the SpeedType field. Enter "00306".

WultiChannel Console

Home |  Workist

Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries

Favorites
Enew Window ? Help [ Personalize Page B hitp
_ Header ‘Totals | Ermors | Approval |
Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values
[ Inter/intraUnit | “Process: [Edit Journal = Process |
Personaize | Find | &
. e . Approp . Fund
Select Line  “Unit Ledger SpeedType PCA Fund  Account Program  APP'P  AppropY¥r  Affiliate e
C | MDJUD @ ACTUALS 00306 i@} oozos e, 30370 @ [Boos @ [A000B @ a a
< | >

Lines to add: 1 =

ersonalze | Find | Vic v 411 E1 Frst Kl 1071 O L
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 T N

Add |5 updatemispiay |

|& save | [ Notity | s Refresn

Header | Lines | Totals | Erors | Approval

Addto Favorites | Sign out
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Step Action

10.
- Batch Agency
-PCA

- Fund

- Program

- Approp Number

Verify that the appropriate Chartfield values populate, including:

11.

Enter the desired information into the Account field.

12.

Enter the desired information into the Approp Yr field.

13.

Use the horizontal scrollbar to reveal the Amount field.

14.

Enter the positive amount into the Amount field. For example, enter "1978.00".

15. Click the Insert Lines button.

ORACLE

Home
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

| workist | WuttiChannel Console | Addto Favorites |  Sign out

& NewWindow 7 Help [& Personalize Page %, hiip

“Unit *Ledger SpeedType PCA Fund

Total Lines Total Debits

MpDJuD 2 3,956.00

) save| [ Notify | |4 Refresh |

Header | Lines | Totals | Errors | Approval

Header m Totals | Errors [ Approval

Unit: MDJUD Journal ID: NEXT Date: 1110172012

Template List Change Values
InterfintraUnit *Process: Edit Journal - Process

Account

Number Affil
o MDIUD (@ ACTUALS [oozos | @ [ooz0sQ (3037 [0401 & [B00s |o |[aooos [v2orze [ @ [
" UDJUD G ACTUALS [ Qlooaos®y [a0a7qy [ & [sove @ [avo0sly [avzotz@ [ @ [ |
. \ ¥
Lines to add: [ 1 = @3

Fund

Approp

Program AppropYr  Affiliate

First Kl 4 or4 1 Last

=
personaize | Fing | view < | B | #

Total Credits

Journal Status Budget Status

0.00 I

N

Eb Add | UpdateDisplay

Step Action

16.

On the second line, enter the desired information into the Account field.

17. Click the horizontal scrollbar to reveal the

Amount field.

18. Enter the negative amount into the Amoun

t field. For example, enter "-1978.00".
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Enew Window ? Help [ Personalize Page B hitp

[ Header ‘ Totals || Erors || Approval

Unit: MDJUD Journal ID: NEXT Date: 11101/2012
Template List Change Values

O e — Pucsss

Personaiize | Find | E1 |

Approp 3 Fund
Nobe.  AppropYr  Affiiate P

TS —
el

Select Line  *Unit *Ledger SpeedType PCA Fund

I WDJUD Q. ACTUALS 00306 Q [00308Q, [3037Q
F oz wewe Q scroms o, [,

@

Lines to add: = @

vy
Personalize | Find | ) By s

=4
=

‘MDJUD ‘2 ‘ 3,956.00 0.00

Header | Lines | Totals | Errors | Approval

Step Action

19. Verify that the Process list displays "Edit Journal”.

20. Click the Process button.
| Process |

Message

Journal 0000000333 is saved. (5210,6)

o]
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Step Action

21. Take note of the Journal ID.

Click the OK button.

-

22. Click the Process list.

[Eait Journal =
23. Click the Post Journal list item.

[Post Journal |
24, Click the Process button.

| Process |

Are you sure that you want to post this journal®? (5010,45)

[0 caneat |

Step Action

25. Click the OK button to post the journal.
26. The journal is now posted.

NOTE: You cannot edit the journal after it has been posted.
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Step Action

217. You have successfully completed the Entering a Reclassification Journal entry
topic.

You have learned how to:

- Enter Journal header and Line information
- Run the Edit process on a journal

- Post a journal

End of Procedure.
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2.2 Entering Adjusting Journals

In GEARS, accounting periods are opened by module. For example, an accounting period could
be open for General Ledger transactions and closed for Payables transactions. After entering the
adjustment journal you should see that the journal was posted to period 998, the adjustment
accounting period.

After completing this topic, you will be able to:

o Enter an adjustment journal entry
o Edit and post the journal entry

Procedure

In this topic, you will enter, edit, and post a General Ledger journal to an adjustment accounting
period that is open.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
[ General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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Home | Worklist luttiChannel Console Add to Favorites.
Favorites ~ Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

ENewWindow  ? Help B http

Create/Update Journal Entries

ind an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/01/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries search page displays.

Click the Add button.

| Workist duttiChannel Console Add to Favorites

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

Enew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 11i01/12012

Long Description: || (Ex]
“Ledger Group: [AcTUALs ™ @ Adjusting Entry: jjusting Entry

Ledger: [ e Fiscal Year: 2013

*source: qu Period: 5

Reference Number: [ ADB Date: [imiz012]

Journal Class: [ e

Transaction Code: [cENERAL @ I™ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On:
Last Updated On:
[ save | [=] Notify | | s Refresh E¥ Add | | £ updateisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

7. Click the Adjusting Entry list.
Mon-Adjusting Entry j

8. Click the Adjusting Entry list item.
[Adjusting Entry |

9. Click the Save Journal Incomplete Status option to deselect it.
||7 Save Journal Incomplete Status|

10. Click the Lines tab.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Header Totals [ Ermors | Approval

B New Window ? Help [ Personalize Page &, hip

Unit: MDJUD Journal ID: NEXT Date: 1110112012
Template List Change Values
Interintraunit *Process: Edit Journal - Pracess
i Personaize | Fnd | & | &
i, : Approp Fund
Select  Line Unit Ledger SpeedType PCA Fund Account  Program PP Approp Yr  Affiliate o=
C |1 WDJUD |G, ACTUALS Q Q Q Q Q Q Q Q
1 >
“MDJuD Office of Court
Lines to add: 1 = m
personaize | Find | i a0 | B B frat K qorq O Last
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
) save| [ Notify | |4 Refres | Eb Add | UpdateDisplay

Header | Lines | Totals | Errors | Approval

Step Action

11. Enter the desired information into the SpeedType field.
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

tteader [ IEERN Totals | Erors | Approval

EnNew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values

 InterfntraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

Select  Line *Unit *Ledger SpeedType PCA Fund Account  Program :::;’E‘" Approp Yr  Affiliate ;‘;‘I"
C | MDJUD @ ACTUALS 00306 i@} oozos, 30370 @ [Boos @ [A000B @ a a
« | i
Lines to add: 1 =
Personaize | Find | View A1 E | 3 st K1 4011 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
B save | [=] notify | | s Refresn Es Add Update/Display
Header | Lines | Totals | Erors | Approval

0, SPEEDTYPE _SHOWSD);

Step Action

12. Verify that the appropriate Chartfield values populate, including:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

13. Enter the desired information into the Account field.

14. Enter the desired information into the Approp Yr field.

15. Click the horizontal scrollbar to reveal the Amount field.

16. Enter the desired information into the Amount field. For example, enter "1981.00".

17. Click the Insert Lines button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

& New Window ? Help [& Personalize Page Bl hiip

nEn

Header " Totals | Ermors | Approval

Unit: MDJUD Journal ID: NEXT Date: 110172012
Template List Change Values

[ Inter/intraUnit | “Process: [Edit Journal = [ Process |

personaize | Find | B |

. Lo F Approp . Fund
Select Line  ‘Unit Ledger SpeedType PCA Fund  Account Program  \PPR  appropYr  Affiliate P

o MDIUD @ ACTUALS 00306 Q (00308 (3037 (0401 @ [Bo0e |@ [Ao00B @ [Av2012Qy o [ |
w MDJUD Qi ACTUALS Q [o0308, [3037 |: < [Boos @ [a0006 @ [av2012Q a [ |
| 3

1]
Lines to add: 1 = m
Personalize | Find | Vi
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 3,962.00 0.00 N N

@ Save | [=J Notity | (2 Refresh | Add| | UpdateiDispiay |

Header | Lines | Totals | Errors | Approval

Step Action

18. On the second line, enter the desired information into the Account field.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Enew Window ? Help [ Personalize Page B hitp
tteader [ IEEN Totals | Erors | Aporoval

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values
[ Inter/intraUnit | “Process: [Edit Journal = [ Process |

personaize | Find | B |

. Lo F Approp . Fund
Select Line  ‘Unit Ledger SpeedType PCA Fund  Account Program  \PPR  appropYr  Affiliate P

o MDIUD @ ACTUALS 00306 Q (00308 (3037 (0401 @ [Bo0e |@ [Ao00B @ [Av2012Qy o [ |
w MDJUD Qi ACTUALS Q [o0308, [3037 |: < [Boos @ [a0006 @ [av2012Q a [ |
»

4] ;
Lines to add: [ = @
Personalize | Find | View A First B q or 4 I (ast
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 3,962.00 0.00 N N

| seve | [ Moty | s Refresh Add| | UpdateiDispiay |

Header | Lines | Totals | Errors | Approval

Step Action

19. Click the horizontal scrollbar to reveal the Amount field.
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Step Action

20. Enter the desired information into the Amount field. For example, enter "-1981.00".

21. Click the_ Save button.

Message

Journal 0000000335 is saved. (5210,6)

Step Action

22. Take note of the Journal ID.

Click the OK button.

-

23. Click the Process list.

[Edit Journal =
24. Click the Post Journal list item.

[Post Journal |
25. Click the Process button.

| Process |
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Message

Are you sure that you want to post this journal? (5010,45)

(8K caneal |

Step Action

26. Click the OK button to post the journal.
217. The journal is now posted.

NOTE: You cannot edit the journal after it has been posted.

28. You have successfully completed the Entering Adjusted Journals topic.

You have learned how to:
- Edit and create an adjusting entry journal
End of Procedure.
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2.3 Entering Accrual Journals

Accrual journals can be set to automatically reverse on a date selected by the user. After posting
an accrual journal you should see that the journal posted to the current accounting period. You
should also see that a second journal, the accrual reversal journal, was automatically created.

After completing this topic, you will be able to:

o Enter an accrual journal entry
o Edit and post the journal entry

Procedure

In this topic, you will enter, edit, and post a General Ledger accrual journal to a regular
accounting period that is open.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
|- General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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Workiist | MuliiChannel Console |  Addto Favorites | Sign out

Favorites  Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries
& NewWindow 7 Help B ntip

hitn

Create/Update Journal Entries

d an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/01/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries search page displays.

Click the Add button.

Workiist | MultiChannel Console |  Add to Favorites Sign out

Ho
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

Unit: MDJUD Journal ID: NEXT Date: 11i01/12012

Enew Window ? Help [ Personalize Page & hiip

nEn

Long Description: I &)

“Ledger Group: [fcTuas | Adjusting Entry: [NonAdustngEnty =]
Ledger: [ e Fiscal Year: 2013
*source: qu Period: 5
Reference Number: [ ADB Date: [imiz012]
Journal Class: [ e
Transaction Code: [cENERAL @ I™ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0) Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On:
Last Updated On:
B save | [Z] nefity | s Refresh [E¥ Add | | f] updateDisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

7. Click the Save Journal Incomplete Status option to deselect it.
||7 Save Journal Incomplete 5tatus|

8. Click the Reversal: Do Not Generate Reversal link.
[Reversal: Do Mot Generate Reversal]

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries
& New Window ? Help [& Personalize Page [ hiip

Journal Entry Reversal

& Do ot Generaie Reversal

" Beginning of Hext Period
C End of Next Period

© Next Day

© Adjustment Period

© On Date Specified By User

Adjustment Period: Q
Reversal Date: £

® same As Journal Reversal

© On Date Specified By User

ADB Reversal Date:
OK Cancel Refresh

Step Action

9. The Journal Entry Reversal page displays.

Click the Beginning of Next Period option.
| " Beginning of Next Periodl

10. Click the OK button.
11. Click the Lines tab.
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Addto Favorites | Sign out

| MutiiChannel Console |

> JournalEntry > Create/Update Journal Entries

nEn

EINew Window ? Help [ Personalize Page htip

Unit: MDJUD Journal ID:

Template List

Date: 11101/2012

Change Values

Inter/intraUnit | “Process: [Edit Journal = [ Process |
Personaize | Find | 1 |
Select Line  *Unit *Ledger SpeedType PCA Fund Account  Program :I‘.’:I'::' Approp Yr  Affiliate ;ml"
- MDJUD @, ACTUALS Q Q Q Q Q Q a a
< | >

[

Lines to add:

ines

MDJUD

First &l 1 oF1

Total Debits Total Credits  Journal Status Budget Status

0.00 N N

0.00

|E) save | [ notity | | Refresn |

Header | Lines | Totals | Erors | Approval

Add |5 updatemispiay |

Step Action

12.

Enter the desired information into the SpeedType field.

_ Header [ Totals | Errors |

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Appraval

Sign out

Asdd fo Favorites |

WuliChannel Console

Enew Window ? Help [ Personalize Page B hitp

Unit: MDJUD Journal ID:

Template List

[ Inter/intraUnit | “Process: [Edit Journal = Process |
Personaiize | Find | I |
Select Line  *Unit *Ledger SpeedType PCA Fund Account  Program :I‘.’:I'::' Approp Yr  Affiliate ;ml"
C | MDJUD @ ACTUALS 00306 i@} oozos e, 30370 @ [Boos @ [A000B G, aQ aQ
< | >

Date: 11101/2012

Change Values

[

Lines to add:

ines

MDJUD

First &l 1 oF1

Total Debits Total Credits  Journal Status Budget Status

0.00 N N

0.00

|& save | [ Notity | s Refresn

Header | Lines | Totals | Erors | Approval

Add |5 updatemispiay |
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Step Action

13. Verify that the appropriate Chartfield values populate, including:
- Batch Agency
-PCA

- Fund
- Program
- Approp Number
14, Enter the desired information into the Account field.
15. Enter the desired information into the Approp Yr field.
16. Use the horizontal scrollbar to reveal the Amount field.
17. Enter the desired information into the Amount field. For example, enter "1978.00".
18. Click the Insert Lines button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

teader (IEER) Totals |\ Errors | Approval

& New Window ? Help [& Personalize Page [ hiip

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values
InterfintraUnit “Process: Edit Journal - Pracess
E L - Approp Fund
Select Line  ‘Unit Ledger SpeedType PCA Fund Account  Program SRR AppropYr  Affiliate =

o MDIUD @ ACTUALS 00306 Q (00308 (3037 (0401 @ [Bo0e |@ [Ao00B @ [Av2012Qy o [ |
w MDJUD Qi ACTUALS Q [00308Q, [3037.Cy Q [Boos @ [a0006 @ [av2012Q a [ |
;

[

Personalize | Find | View A1 B | 3 Fret Kl qorq I aat

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 3,956.00 0.00 N N
) save| [ Notify | |4 Refresh | Eb Add | UpdateDisplay

Header | Lines | Totals | Errors | Approval

Step Action

19. On the new line, enter the desired information into the Account field.

20. Click the horizontal scrollbar to reveal the Amount field.

21. Enter the desired information into the Amount field. For example, enter "-1978.00".
22. Click the Save button.

Page 37



Training Guide

Message

Journal 0000000334 is saved. (5210,6)

[
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rd

General Enterprise And Resource Support

Step Action

23. Take note of the Journal ID.

Click the OK button.

-

24. Click the Process list.

[ Edit Journal =l
25. Click the Post Journal list item.

[Post Journal |
26. Click the Process button.

| Process |
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Message

Are you sure that you want to post this journal? (5010,45)

(28T cancel |

Step Action

217. Click the OK button.
28. Using the drop down menu, navigate to the Create/Update Journal Entries page.

Click the Create/Update Journal Entries menu.
| Create/Update Journal Entries |
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ORACH

Favorites - Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

Create/Update Journal Entries

d an Existing Value Add aNew Value

L35

WultiChannel Console

Hom

Business Unit: MDJUD Q
PSPPI . siness Unit Description

Administrative Office of Court
Journal Date: [Tz TE EY

Find an Existing Value | Add a New Value

GEARS

General Enterprise And Resource Support

Add to Favorites Sign out

0 New Window  ? Help B nttp

Step Action

29. Click the Find an Existing Value tab.

| Eind an Existing Value |

Favorites ~ Main Menu > General Ledger > Joumals > Joumal Entry > Create/Update Journal Entries

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values,

EUCELLSIELTVE TR © Add a New Value |

- Search Criteria

Business Unit: ’:’ WQ
Journal ID: begins with =] |

Journal Date: = E]
Document Sequence Number: [oegins with =] |

Line Business Unit: = a

Journal Header Status: =] [NoStatus - Needs to be Edited =]
Budget Checking Header Status: B =1
Source: - = ONL Q

Entered By: begins with (=] [VP1 Q
Attachment Exist: B =1

| search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

tiChannel Console Add to Favorites

&0 New Window  ? Help B http
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Step Action

30. Enter the journal ID into the Journal ID field for the journal you just created.

31. Click the Journal Header Status list.
INU Status - Meeds to be Edited ;]

32. Click the blank list item.
I |

33. Click the Search button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > Joumals > Joumnal Entry > Create/Update Journal Entries

@ New Window ? Help &, http
Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: ’:’ WQ

Journal ID: begins with (=] (0000000334

Journal Date: = = El

Document Sequence Number: [oegins with =] |

Line Business Unit: = = e

Journal Header Status: = =l =

Budget Checking Header Status:|= B =1

Source: = onL a

Entered By: begins with (=] [VP1 Q

Attachment Exist: = = |
Search Clear . |Basic Search [E) Save Search Criteria

Search Results

View Al First [q] 1-2o0f2 [§] L
- Budget Journal
Document Line Journal Journal Journal
E::‘"E“ Journal ID % ::P:::ma Sequence Business Header w%‘ﬂ Source %“me Total ¢oi i Descriotion ;"'“E“ ';":f"m
Unit Date SEQUENCE |y mber  Unit status (HE0E Group “2%2  Lines pebits % =i B Exist
HiIUE 0000000334 12/01/20120 (blank) |MDJUD Valid \Valid ~ACTUALSONL USD 2 1978 |0 Enter an accrual journal that VP4~ N
MDJUD |000000033411/01/20120 (0lank) |MDJUD Posted|Valid  ACTUALSONL USD 2 1978 |0 Enter an accrual journal that VP1 N

Find an Existing Value | Add a New Value

Kl l

Step Action

34. Click the journal ID link for the journal noted in previous steps.
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Message

This journal was created as a reversal so it cannot be modified, deleted, or edited.
(5010,3)

[

Step Action

35. The accrual journal cannot be modified.

Click the OK button to acknowledge the message.

36. You have successfully completed the Entering Accrual Journals topic.

You have learned how to:
- Enter and adjust accrual journals in GEARS
End of Procedure.
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2.4 Entering Journals that Cross Funds

In General Ledger, journals must balance by the designated balancing Chartfields. For the
Maryland Judiciary, fund is a balancing chartfield. When a journal is created that crosses funds,
the system creates due to and due from entries that enable the journal to balance by funds.

After completing this topic, you will be able to:

o Enter, edit and post a journal that crosses funds

Procedure

In this topic, you will enter, edit, and post a General Ledger journal that crosses funds to a
regular accounting period that is open.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
[ General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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WultiChannel Console /dd to Favorites

Favorites ~ Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

ENewWindow  ? Help B http

Create/Update Journal Entries

d an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/01/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries - Add a New Value page displays.

Click the Add button.

| workist | MuftiChannel Console |  Add to Favorites

Hi
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

Enew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 11i01/12012

Long Description: I @
“Ledger Group: [fcTuas | Adjusting Entry: [NonAdustngEnty =]
Ledger: [ e Fiscal Year: 2013

*source: qu Period: 5

Reference Number: [ ADB Date: [imiz012]

Journal Class: [ e

Transaction Code: [cENERAL @ I™ Auto Generate Lines

[ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On:
Last Updated On:
B save | [Z] nefity | s Refresh [E¥ Add | | f] updateDisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

In this topic, enter the desired information into the Long Description field.

7. Click the Save Journal Incomplete Status option to deselect it.
||7 Save Journal Incomplete 5tatus|

8. Click the Lines tab.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites ~ Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Header Totals | Errors | Approval

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Change Values

ENew Window ? Help [ Personalize Page & hip

Template List

InterfintraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

. Free b Approp 3 Fund
Select  Line Unit Ledger SpeedType PCA Fund  Account Program PSP AppropYr  Affiliate P

O MDJUD @ ACTUALS [ e aal al al Jal Ja Ja| ]
\

=
“MDJUD Office of Court
Lines to add: 1 =
Personaize | Find | View A1LE | 3 st K1 011 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

By Add Update/Display

B save | S Notify | s Refresh
r

Header | Lines | Totals | Erors | Approval

Step Action

9. Enter the desired information into the SpeedType field.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

EnNew Window ? Help [ Personalize Page & hip

Header Totals | Errors | Approval

Unit: MDJUD Journal ID: MNEXT Date: 11101/2012
Change Values

Template List

InterfintraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

Select Line  *Unit *Ledger SpeedType PCA Fund  Account  Program :I‘.’:I'::' Approp Yr  Affiliate ;ml"
C | [MDIUD @ ACTUALS [oo3os | i&[oo3oeq, 3037 | @ [Boos @ [amoosa, [ e [ e [ |
« | i
Lines to add: [ =
Personaize | Find | View A1LE | 3 st K1 4011 O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

[ save | [=] Nofify | L Refresh [Es Add | |5 UpdateDisplay
r

Header | Lines | Totals | Erors | Approval

[avascript:pAction_wind(doa wind, PROGRAM_COD

Step Action

10. Verify that the appropriate Chartfield values populate, including:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

11. Enter the desired information into the Account field.
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Hor
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Header -

Totals | Ermors | Approval

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values
InterfintraUnit | “Process: [Edit Journal = [ Process |

Personalize | Find

Training Guide

Add to Favor

Enew Window ? Help [& Personalize Page B hitp

i *Unit 1 Approp " und
Select Line  “Unit Ledger SpeedType PCA Fund  Account  Program  APP™P - appropyr  Affilste oo
- WDIUD @, ACTUALS 00306 Q (003060, [3037, [o401 |@ [Boos @ [A0008Q aQ
= ‘ Account Description Account Type Control Flag
N
Lines to add: 1 =
Personaiize | Find | Vie v 21 | BT
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

|E) save | [ notity | | Refresn |

Header | Lines | Totals | Erors | Approval

[javascript:pAction_wind(doc winD, ACCOUNT $prompts0); |

Step Action

12. Enter the desired information into the Approp Yr field.

iChannel Console

Favorites ~ Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Header Totals | Erors ) Approval

Unit: MDJUD Journal ID: NEXT Date: 1110172012
Template List Change Values

[ Inter/intraUnit | “Process: [Edit Journal = [ Process |

Select Line  *Unit *Ledger SpeedType PCA Fund Account  Program :I‘.’:I'::' Approp Yr

=]

Lines to add: 1 =

Unit Total Lines Total Debits Total Credits  Journal Status

MDJUD 1 0.00 0.00 N

Personaize | Find | &

C | MDJUD @ ACTUALS 00306 Q (003080, (3037 (0401 (@ [BODE Q [ADODBQ, [AY2012Qy Q
|

Add to Favorites

Enew Window ? Help [ Personalize Page B hitp

Affiliate

Budget Status

| & save | [ Notity | s Refresn

Header | Lines | Totals | Erors | Approval

Step Action

13. Click the horizontal scrollbar to reveal the Amount field.
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Step Action
14, Enter the desired information into the Amount field. For example, enter "1986.00".
15. Click the Insert Lines button.
16. Enter a different PCA into the SpeedType field.
17. Verify that the appropriate Chartfield values populate in Line 2, including:
- Batch Agency
-PCA
- Fund
- Program
- Approp Number
18. Enter the desired information into the Account field.
19. Enter the desired information into the Amount field. For example, enter *-1986.00".
20. Click the_ Save button.

Message

Journal 0000000337 is saved. (5210,6)

[

Step Action

21. Take note of the Journal ID.

Click the OK button.
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Step

Action

22.

Verify that the Process list displays "Edit Journal”.

Click the Process button.
| Process |

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > General Ledger > Joumak > JoumalEntry > Create/Update Joumal Entries
ENew Window ? Help [ Personalize Page B, st

Header m Totals |[ Errors |[ Approval 3

Unit: MDJUD Journal ID: 0000000337 Date: 1100172012
Template List Search Criteria Change Values
InterfintraUnit “Process: Edit Journal =l Process ] Line: 10

Personaiize | Find | BT |

Approp. Fund Batch  Oper

Select Line Fund Account Program e Approp Yr  Affiliate Al Agy Unit Affil Currency Amount
o ja [30s7q (0407 | |[Boos @ [woooglq [wv2012q [ @ [ @ [esla [ [uso @ [ 193600
) iy ooy (2001 '\ [Boo1 o [wooody | @ [ g | o lcislgq | g Juso @ | 198600
m 3 3037 2802 MDJUD 0001 usD -1,986.0f
4 0001 2602 MDJUD 3037 UsD 1,986.0(
= f e
Lines to add: [ = @&

First Kl 4 or4 1 Last

Personalize | Find | View <] B | 3

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

MDJUD 4 3,972.00 3,972.00 v v

Es Add Update/Dispiay

[ save [=] Nefify = rl, Refresh

Header | Lines | Totals | Erors | Approval

Step

Action

23.

NOTE: After the Edit Journal process completes successfully, the system
automatically creates due to and due from lines that enable the journal to be
balanced by fund.

24.

Click the Process List list.
Edit Journal -

25.

Click the Post Journal list item.
[Post Journal |

26.

Click the Process buttor_l.
| Process |
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Message

Are you sure that you want to post this journal? (5010,45)

(8K cancnl |

Step Action

217. Click the OK button to post the journal.
28. The journal is now posted. The Journal Status displays "P" for "Posted".

NOTE: You cannot edit a posted journal.

29. You have successfully completed the Entering Journals that Cross Funds topic.

You have learned how to:
- Enter, edit, and post a General Ledger journal that crosses funds
End of Procedure.
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2.5 Entering a One-Sided Journal Entry

One-sided journal entries are journal entries that will post in GEARS but do not need to be
included in the Daily TRN file. One-sided entries are entered in cases when the State has made
an adjustment on the behalf of the Judiciary. As the State has already made the entry in their
system, there is no need to transmit the entry to the State via the Daily TRN file.

After completing this topic, you will be able to:

o Enter and post a journal that should not be picked in the Daily TRN file

Procedure

In this topic, you will enter a one-sided journal entry.

Step Action

1. Navigate to the Enter/Update Journal Entries page.

Click the General Ledger link.
[l General Ledger]

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries

Page 51



Training Guide 6{:} GEARS

General Enterprise And Resource Support

WultiChannel Console /dd to Favorites

Hom
Favorites - Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries

FNew Window B hip
Create/Update Journal Entries

Find an Existing Value Add aNew Value

Business Unit: jADJUD| &
Journal 1D: NEXT
Journal Date: [02i15/2013 [5]

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries - Add a New Value page displays.

Click the Add button.

| workist | MuftiChannel Console |  Add to Favorites

Hi
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

ENew Window [ Personalize Page B, http

Unit: MDJUD Journal ID: NEXT Date: 02115/2013

Long Description: I &)
“Ledger Group: ACTUALS @ Adjusting Entry: Non-Adjusting Entry -
Ledger: aQ Fiscal Year: 2013

*Source: ONL Q Period: 38
Reference Number: ADB Date: 02/15/2013

Journal Class: a
Transaction Code: GENERAL @ I~ Auto Generate Lines

™ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: dave bogle Bogle, Dave
Entered On:
Last Updated On:
[ save | [=] Notify | | s Refresh Ev Add | | £ updateisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

7. Click the Look up Journal Class button.

Look Up Journal Class

Search Results

ss
SHARE EXCLUDE TF One-Sided Transaction

Step Action

8. Journal Class is used to designate a journal as a one-sided entry that will not be
included in the Daily TRN file.

Click the EXCLUDE TF link.

9. Click the Lines tab.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Header Totals | Errors | Approval

ENew Window [ Personalize Page B, http

Unit: MDJUD Journal ID: NEXT Date: 02/15/2013
Template List Change Values

 InterfntraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

Select Line  “Unit *Ledger SpeedType eh pca Fund  Account Program  oPP"P  aporopYr  Affiliate

oy Number
C MDJUD  |Q ACTUALS Q Q Q Q Q Q Q Q Q
‘ 5
MDJUD istrative Office of Court
Lines to add: 1 = m
Personalize | Find | View Al B | 55 Firet £ qorq O (axt
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
B save | =] Notify | | Refresh B Add Update/Display

Header | Lines | Totals | Erors | Approval

Step Action

10. Enter the desired information into the SpeedType field.

11. Speed Types are used as a short cut to populating PCA, Fund, Program, and Approp
Number.

Press [Tab] to activate the Speed type.

12. Verify that the appropriate Chartfield values populate in Line 2, including:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

13. Enter the desired information into the Account field. Enter "0401".

14. Enter the desired information into the Approp Yr field. Enter "AY2012".

[ ]
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Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

MultiChannel Console |  Addto Favorites |  Sign

Header " Totals | Ermors ) Approval

Unit: MDJUD Journal ID: NEXT Date: 02152013

Template List Change Values

Process |

[ Inter/intraUnit | “Process: Edit Journal =

Personaize | Find | &

Select Line  Unit *Ledger SpeedType 2‘;’:" PCA Fund  Account Program  RPPTOP

C MDJUD @ ACTUALS 00306 Q [cas|@ [ooaosq [2037Q [o401 @ [Boos @ [sc00@ [avzo1zq Q

Approp Year Budgetary Only

Approp Yr  Affiliate

-]

Lines to add: 1 = m

Personalize | Find | View Al B | 35 Firet 5 qorq O (ast
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

|B save | [ Notity | |2 Refresh | |+ Add | | F] UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

out

I New Window [ Personalize Page e, http

Training Guide

Step

Action

15.

Move the scrollbar to the right until the Amount field is visible.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries
& New Window [# Personalize Page B,
Header " Totals | Ermors [ Approval
Unit: MDJUD Journal ID: NEXT Date: 021152013
Template List Change Values
[ Inter/intraUnit | “Process: Edit Journal = [ Process |
~ Approp , Fund
Select Line Fund  Account Program PP AppropYr  Affiiate = Currency Amount Base Currency  Base
C p Q [3037Q [o401 |Q [Bo06 Q@ [a0006Q [AY2012Qy Q Q [uso @ usD
[ | »
Lines to add: 1 = m
Personalize | Find | View A First EJ q or 4 DI (ast
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

|B save | [ Notify | | A Refresh | |+ Add | | A UpdateiDisplay |

Header | Lines | Totals | Errors | Approval

hitp

Step

Action

16.

Enter the desired information into the Amount field. For example, enter "500".
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Step

Action

17.

Click the Insert Lines button.

ORACLE

MultiChannel Console |

ENew Window [# Personalize Page B, http

Add to Favorites | Sign out

Home | Workist |
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries
tteader [ IESN Totals | Erors | Aporoval
Unit: MDJUD Journal ID: NEXT Date: 0215/2013
Template List Change Values
| Inter/intraUnit | *Process: Edit Journal =1 | Process |

Personalize | Find | \
Unit Total Lines Total Debits

0.00 N

MDJUD 2 1,000.00

|E) save | [=) Notty | s Reresn |

Header | Lines | Totals | Errors | Approval

Batch Approp.

Select Line "Unit *Ledger SpeedType Agy PCA Fund Account Program Mumber Approp Yr  Affiliate
i MDJUD @ ACTUALS 00306 Q [cas]@, (00308 [3037@y [0a01 @ [Boos @ [Aoo0elq [avz01z2Qy Q
w MDJUD G ACTUALS Q [ca5/q, (003080, [3037 Q [Boos (@ (w000 [Av2012Q Q
D
MDJUD Administrative Office of Court
Lines to add: 1 = R

Total Credits  Journal Status

Personaize | Find | B |

First Kl 4o 1 Last

Budget Status
N

|Es Add | | £] Updatemispiay |

Step

Action

18.

Enter the desired information into the Account field.

[ ]
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MultiChannel Console |  Addto Favorites | Sign out

Home |  Workist
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Header " Totals | Ermors | Approval

Unit: MDJUD Journal ID: NEXT Date: 02152013
Change Values

ENew Window [# Personalize Page [ http

Template List
[ InterfintraUnit | “Process: Edit Journal = [ Process |

e

Select Line  ‘Unit *Ledger SpeedType 2‘;’:" PCA Fund  Account Program  RPPTOP

C MDJUD @ ACTUALS 00306 Q [c2s/@ [ooaosq [2037Q [o401 @ [Boos @ [ao00e/@ [avzo1zq Q
- 2 MDJUD @ ACTUALS Q [cas /@ (00308, [3037Q, [2001] (@ [Boos @ [so00eqy [avz012Q Q
|

Approp Yr  Affiliate

4 Account Description Account Type Control Flag ¥
2001 Cash A N
Lines to add: 1 = m
personalize | Find | vievw 4| B | 8 rrst K g org O (ast
unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 2 1,000.00 0.00 N N

|E save | [=) Notty | s Retresn | |Ex ada | | 7] pdatemispiay |

Header | Lines | Totals | Errors | Approval

Training Guide

Step

Action

19.

Move the scrollbar to the right until the Amount field is visible.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

ENew Window [# Personalize Page [ http

Header " Totals | Ermors | Approval

Unit: MDJUD Journal ID:

NEXT Date: 02/15/2013

Template List Change Values

[ Inter/intraUnit | “Process: Edit Journal = [ Process |
Personaize | Find | &
~ Approp . Fund
Select  Line ind Account Program Mumber Approp Yr  Affiliate Al Currency Amount Base Currency Base Amou

C 237, [0401 @ [B006 @ [A000E[Q [avzo12Q a [ o fuso o 500.00/ USD
w 037Q [2001 @ [Boos @ [A000BQ [Av2012Q a [ @ fuso 500.00, USD
“4

= | 3
Lines to add: 1 = m
personaize | Find | view 2| B ) B frat K1 qorg O Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 2 1,000.00 0.00 N N

|E save | [) Notty | s Retresn | |Er ada | | 7] updatemispiay |

Header | Lines | Totals | Errors | Approval

Step

Action

20.

Enter the desired information into the Amount field. For example, enter "-500".
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Step Action
21. Click the Save button.
Click OK on the message that appears after you click Save.
22. Click the Process dropbox.
|E|:IitJ|:|L|rnaI j|
23. Select the Post Journal list item.
[Post Journal |
24. Click the Process button.
| Frocess l
25. Click the OK button.
26. The journal is now posted.
217. You have successfully completed the Entering a One-Sided Journal Entry topic.

You have learned how to:
- Enter a one-sided journals entry that is picked in the Daily TRN file run
End of Procedure.
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2.6 Entering Inter-Agency Payment Journal Entries

Inter-Agency payments will be completed with the use of the Journal Entry pages to capture the
Judiciary side of the transaction and the InterAgency GL page to capture the other agency's side,
including the accounting values. Information entered into the Inter Agency GL page is stored but
not processed by GEARS. This information is required in GEARS so that it can be included in
the Daily TRN file.

After completing this topic, you will be able to:

e Record Inter-Agency payment transactions in GEARS

o Use the Journal Entry pages to enter the Judiciary accounting information and post the
entry

o Use the Inter Agency GL page to enter the other agency's accounting information

Procedure

In this topic, you will use of the Journal Entry pages to the capture the Judiciary side of the
transaction. Then you will use InterAgency GL page to capture the other agency side of the
transaction.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
[l General Ledger]

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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Workiist |  MuliiChannel Console |  Addto Favorites | Sign out

Ho
Favorites - Main Menu > General Ledger > Joumak > JournalEntry > Create/Update Journal Entries

FNew Window B hip
Create/Update Journal Entries

Find an Existing Value Add aNew Value

Business Unit: MDJUD Q
Journal ID: NEXT
Journal Date: [02/20/2013 [

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries search page displays.

Click the Add button.

Workiist | MultiChannel Console |  Add to Favorites Sign out

Ho
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Lines | Totals | Emors | Approval

ENew Window [ Personalize Page B, http

Unit: MDJUD Journal ID: NEXT Date: 022012013

Long Description: || (Ex]
“Ledger Group: ACTUALS @ Adjusting Entry: Non-Adjusting Entry

Ledger: aQ Fiscal Year: 2013

*Source: ONL Q Period: 8
Reference Number: ADB Date: 02/20/2013

Journal Class: a
Transaction Code: GENERAL @ I~ Auto Generate Lines

™ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: dave bogle Bogle, Dave
Entered On:
Last Updated On:
[ save | [=] Notify | | s Refresh Ev Add | | £ updateisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

7. Click the Lines tab.

Lines

ORrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > General Ledger > Joumnak » JoumalEntry » Create/Update Journal Entries

Header m Totals |[ Errors |[ Approval

B New Window [ Personalize Page B, http

Unit: MDJUD Journal ID: NEXT Date: 02120/2013
Template List Change Values
InterfintraUnit *Progess: Edit Journal - Process
Select Line  “Unit *Ledger SpeedType Batch  pca Fund  Account Program  APPI®  poropyr  Afiliate
g peedTyps laay g Number  APProp
C MDJUD /@ ACTUALS Q Q Q Q Q Q Q Q Q
‘ 5
MDJUD Office of Court
Lines to add: 1 =
personaize | Find | View A1 TE | B rist KT 40r1 O Loct
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
[E save [=] nofify i, Refresh Es Add Update/ispiay

Header | Lines | Totals | Errors | Approval

Step Action

8. Enter the desired information into the SpeedType field.

9. Verify that the appropriate Chartfield values populate, including:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

10. Enter the desired information into the Account field.

11. Enter the desired information into the Approp YT field.

12. Use the scrollbar to access the Amount field.

13. Enter the desired information into the Amount field. For example, enter "200".

14, Click the Insert Lines button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

ENew Window [# Personalize Page [ http

[ Header ‘ Totals || Erors || Approval

Unit: MDJUD Journal ID: NEXT Date: 02/20/2013
Template List Change Values
process: [ ] i
i Personaiize | Find | 1 |
~ Batch Approp .
Select Line  'Unit *Ledger SpeedType PCA Fund  Account  Program Approp Yr  Affiliate

Humber

Agy
o W @ cruas Qfors o o o foior @ [ @ soose, e | &
—

T 2 WDUD @ ACTUALS Qfc1s/q [oosoeqy [3037Q [ @ [Bovs @ [rooosQ ava0rzq [ &
Lines to add: = @
Personaize | Fnd | R
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 400.00 0.00 N N

Header | Lines | Totals | Errors | Approval

Step

Action

15.

Enter the desired information into the Account field.

16.

Enter the desired information into the Amount field. For example, enter "-200".

17.

Click the_ Save button.

Message

Journal 0000000635 is saved. (5210,6)

o]
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Step Action
18. Click the OK button.
19. Click the Process list and select the Process list item.
| =l
20. Click the Process button.
| Process |
78K )] cancer
Step Action
21. Click the OK button.
22. Take note of the Journal ID and Date.
23. Click the General Ledger button.
24. Click the AOC Custom GL menu.
| &3 Aoc custom 6L v
25. Click the AOC Custom GL Lines menu.

| AQC Custom GL Lines |
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DIRASEE) Home | Workist | MuttiChannel Console | Addto Favorites |  Sign out
@ se [=] Motify

Step Action

26. Enter the desired information into the Business Unit field. Enter "MDJUD".

27. Enter the desired information into the Journal 1D field.

28. Enter the desired information into the Journal Date field.

29. Enter the desired information into the GL Journal Line Number field.

30. Enter the desired information into the Financial Agency Code field. For example,
enter "Q00".

31. Enter the desired information into the Index# field. For example, enter "A0000".

32. Enter the desired information into the TC field. For example, enter "410".

33. Enter the desired information into the PCA field. For example, enter "Z1010".

34. Enter the desired information into the Agency Object field. For example, enter
"0161".

35. Enter the desired information into the AOC Mail Code field. For example, enter
"038I'.

36. Enter the desired information into the Federal ID Number field. For example, enter
"0526002033".

37. Enter the desired information into the Purchase Order Number field. For example,
enter "32553".

38. Enter the desired information into the Invoice Number field. For example, enter
"404939",

39. Enter the desired information into the Amount field. For example, enter "200".
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Step Action

40. Enter the desired information into the Journal Line Description field. For example,
enter "JUD 124 001",

41. Click the Save button.

42. You have successfully completed the Entering Inter-Agency Payment Journal

Entries topic.

You have learned how to:
- Enter and edit inter-agency payment journals
End of Procedure.
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Lesson 3: Creating and Using Standard Journals

Lesson Overview

In GEARS, there are two types of Standard Journals: recurring journals and template
journals. Recurring journals are journals that have the same coding and amounts that are created
on a schedule such as the first of every month. Template journals are journals that have the same
coding but no amounts that are created on a schedule such as the first of every month.

Lesson Objectives
After completing this lesson, you will be able to:

e Create a model journal

e Generate recurring journals
o Create and use a template journal to create a journal entry

3.1 Creating a Model Journal Entry

Before the system can create Standard journals, you must first create a model journal. The model
journal is the journal that the system will use to create the recurring journals.

After completing this topic, you will be able to:

e Create a model journal to be used for future journal entries

Procedure

In this topic, you will create a model journal.

Step Action

1. Navigate to the Create/Update Journal Entries page.

Click the General Ledger link.
[ General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4. Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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Home | Worklist luttiChannel Console Add to Favorites.
Favorites ~ Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

& NewWindow 7 Help B ntip

hitn

Create/Update Journal Entries

ind an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/02/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

5. The Create/Update Journal Entries search page displays.

Click the Add button.

Home | Worklist MuttiChannel Console Add to Favorites.
Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Enew Window ? Help [ Personalize Page & hiip

Lines | Totals | Emors | Approval

Unit: MDJUD Journal ID: NEXT Date: 10i31/12012
Long Description: I &)
“Ledger Group: ACTUALS @ Adjusting Entry: fJusting Entry

Ledger: [ e Fiscal Year: 2013
*source: qu Period: |—4
Reference Number: [ ADB Date: [io12012 |
Journal Class: [ e
Transaction Code: [cENERAL @ I~ Auto Generate Lines
[ save Journal Incomplete Status
SJE Type: l—;l I™ Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT /1
Aftachments (0} Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On:
Last Updated On:
[ save | [=] Notify | | s Refresh Ev Add | | £ updateisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. The GL Journal - Header page displays.

Enter the desired information into the Long Description field.

7. Click the SJE Type list box.

| [

8. Click the Model -- Do Not Post list item.
[Model — Do Mot Post |

9. If the Save Journal Incomplete Status option should not be selected.

If selected, click the Save Journal Incomplete Status option to deselect it.
||F Save Journal Incomplete Status |

10. Click the Lines tab.

ORrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > General Ledger > Joumak > Joumal Entry > Create/Update Joumnal Entries
& NewWindow 7 Help [ Personalize Page [, hip
]
Header m Totals |( Emors [ Approval

Unit: MDJUD Journal ID: NEXT Date: 1073112012
Template List Change Values
Interintraunit *Process: Edit Journal - Pracess
i : Approp Fund
Select  Line Unit Ledger SpeedType PCA Fund Account  Program PP Approp Yr  Affiliate o=
r i Q ACTUALS Q) Q Q Q Q Q Q Q
-] | =
Lines to add: 1 = R
unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
B Save Notity | | s Refresh | Eb Add | UpdateDisplay

Header | Lines | Totals | Erors | Approval

win, SPEEDTYPE_SHOWS$D');

Step Action

11. Enter the desired information into the Unit field. Enter "MDJUD".

12. Enter the desired information into the SpeedType field.

13. Press [Tab].
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Step Action

14. Verify that the appropriate Chartfield values populate, including:
- Batch Agency

-PCA

- Fund

- Program
- Approp Number
15. Enter the desired information into the Account field.
16. Enter the desired information into the Amount field. For example, enter "100.00".

17. Click the Insert Lines button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

teader (IEER) Totals \ Errors | Approval

& New Window ? Help [& Personalize Page [ hiip

Unit: MDJUD Journal ID: NEXT Date: 103172012
Template List Change Values

InterfintraUnit “Process: Edit Journal - Process

Approp Fund
ooy AppropYr  Affiiate P

o MDIUD @ ACTUALS B0200 Q (020t [oooiqy (0301 @ [Bozo |@ [A0010Q@ aQ o [ |
- MDJUD Qi ACTUALS Q [gozocq, [oo01Qy Q [Bozo (@ [s0010% Q a [ |
¢ =

Select Line  ‘Unit *Ledger SpeedType PCA Fund  Account  Program

MDJUD Ik ive Office of Court

Personalize | Find | View A1) B [ 3 Fret Kl qorq I aat

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

MDJUD 2 20000 0.00 N N

) save| [ Notify | |4 Refresh | Eb Add | UpdateDisplay
Header | Lines | Totals | Ertors | Approval

Step Action

18. Enter the desired information into the Unit field. Enter "MDJUD".

19. Enter the desired information into the SpeedType field.

20. Press [Tab].

21. Verify that the following Chartfield values populate:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

22. Enter the desired information into the Account field.
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Step Action

23. Enter the desired information into the Amount field. For example, enter "-100.00".
24. Click the Save button.

Message

Journal 0000000329 is saved. (5210,6)

Step Action

25. A confirmation message displays the system generated journal ID.
NOTE: Take note of the ID for future searches.

Click the OK button.

o]
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Q
This is an SJE Model journal. It cannot be madified. (5010,120)
o

Step Action
26. A message confirming the creation of the Standard Journal Entry (SJE) model

journal displays.

You cannot modify a model journal.
217. You have successfully completed the Creating a Model Journal Entry topic.

You have learned how to:
- Create a Standard Journal Entry (SJE) model journal
End of Procedure.
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3.2 Generating a Recurring Journal Entry
After completing this topic, you will be able to:

e Create recurring journals from a model journal

Procedure

In this topic, you will generate recurring journals based on a previously created model journal.

Step Action

1. Navigate to the Define Standard Journals page.

Click the General Ledger link.
|- General Ledger |

2. Click the Journals link.

3. Click the Standard Journals link.
|Standard Journals]

4, Click the Define Standard Journals link.

|Deﬂne Standard Journals

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > Standard Journals > Define Standard Journals

& New Window ? Help &, http

Define Standard Journals

Find an Existing Value  [[ECF

Business Unit:  [WDJUD Q

Standard Journal: [POSTAGE|

Add

Find an Existing Value | Add a New Value
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Step Action

5. Click the Add button.

OoRrRACLE
Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > GeneralLedger > Journak > Standard Journals > Define Standard Joumnals

Enewwindow 7 Help [& Personalize Page B, hiip

Define Standard Journals

Unit: MDJUD SJEID: POSTAGE “Description:

SJE Detail Find | Views All_ First K 4 of4 I {ast

¥

Seq Nbr: 1 “Description: =

S JE Type: Template o be Completed =l status: Active
Error Msg:

*Journal ID: Q *Journal Date: Q Status:

~ Standard Journal

Journat: POSTAGE1 Document Type: - ¥ Aliow Lines to be Modified

I save Journal Incomplete Status

~ Create Standard Journals

Schedule: -
From Date: E] To Date: E] Journal Creation Lead Days: 0
) save | [ Notify s Add UpdatelDispiay |

Step Action

6. Enter the desired information into the Description field. Enter e.g. "POSTAGE
SJE".

7. Enter the desired information into the SJE Type field. Enter "Recurring on a
Schedule".

Enter the desired information into the Journal ID field.

Enter the desired information into the Schedule field.

10. Enter the desired information into the From Date field.
11. Enter the desired information into the To Date field.
12. Click the Save button.
13. Click the Create Standard Journals tab.

| Standard Journals |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

A New Window ? Help B hitp

nEn

Create Standard Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

|- Search || Clear  |pasic searcn [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

14, Enter the desired information into the Run Control ID field.
15. Click the Add button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites  Main Menu > General Ledger > Journalk > Standard Journals > Create Standard Journals

B New Window ? Help [ Personalize Page &, hip

Create Standard Journals Request

Run Control ID: RTR.1.5.2

Language: =

Report Wanacer  Process Monitor | RUN|

Process Request Parameters

Personaiize | Find
“Process

. . . Delete Recalculate
e Unit From SJE To SJE Description P Budget Date
I = Q| Q| Q| r r =l

|2 save | [=] Notity | |Ex Add | |5 Upda)
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Step Action

16. Enter the desired information into the Process Frequency field. Enter "Once".

17. Enter the desired information into the Unit field. Enter "MDJUD".

18. Enter the desired information into the From SJE field.

19. Enter the desired information into the To SJE field ".

20. Enter the desired information into the Description field.

21. Click the Save button.

22. Click the Run button.
Fun

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumals > Standard Joumnals > Create Standard Journals
ENewWindow 7 Help [& Personalize Page &, hip
Process Scheduler Request
User ID: VP1 Run Control ID: RTR.1.52
[Process Request Dialog]
server Name: [N~ Run Date: [10/31/2012 £l Process Request Didog
Recurrence: - Run Time:[3:20:48PM Resetto Current Date/Time
Time Zone: a
Select Description Process Name Process Type “Type *Format
= Standard Journal Entry GL_SJE Application Engine  [weo = [T =] Distribution
oK Cancel
« »

Step Action

23. Click the OK button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > Joumals > Standard Journals > Create Standard Journals
ENewWindow 7 Help [& Personalize Page &, hip

Create Standard Journals Request

Run Control ID: RTR.1.5.2 ReportManager  Process Monitor HeeRUN

Language: English =] Process Instance: 12669

Process Request Parameters personaize | Find | View 411 B | # Frst K g org I Last

*Process . . - Delete Recalculate

Frequeney UMt From SJE To SJE Description P Sudger bate

[once =] [Mpiup @ [PosTAGE @ [POSTAGE @ [Monthly Postage Transfer - - =

2 save | [Z] Notity B Add| £ Updal
« >

Step Action

24. Click the _Save button.

25. You have successfully completed the Generating Recurring Journal Entries topic.

You have learned how to:
- Create recurring journals from a model journal
End of Procedure.
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3.3 Creating a Template Journal Entry
After completing this topic, you will be able to:

o Create a template journal from a model journal

Procedure

In this topic, you will create a model journal and generate template journals based on that journal.

Step Action

1. Click the General Ledger link.
[ General Ledger |

2. Click the Journals link.

3. Click the Journal Entry link.

4, Click the Create/Update Journal Entries link.

E reate/Update Journal Entries

5. Click the Add button.
Add

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > General Ledger > Joumaks > Joumal Entry > Create/Update Joumal Entries
& NewWindow 7 Help [ Personalize Page [, hip

m Lines ( Totals | Emors | Approval

Unit: MDJUD Journal ID: NEXT Date: 10212012

Long Description: || [E]
*Ledger Group: [acTuas @ Adjusting Entry: [NonAdustngEnty 5]
Ledger: [ T Fiscal Year: 2012

*Source: o @ Period: [ =

Reference Number: [ ADB Date: [inzz01z]

Journal Class: liQ

Transaction Code: [cENERAL |y ™ Auto Generate Lines

¥ save Journal Incomplete Status
SJE Type: ~ ™ Autobalance on 0 Amount Line

Currency Defaults: USD /CRRNT /1

Attachments (0) Commitment Control

Reversal: Do Not Generate Reversal
Entered By: VP1 Kenneth Schumacher
Entered On:
Last Updated On:
@ save Notify | s Refresh Es Add | £ UpdateDisplay

Header | Lines | Totals | Errors | Approval
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Step Action

6. Enter the desired information into the Long Description field.

7. Click the Save Journal Incomplete Status option to deselect it.
||7 Save Journal Incomplete Statu5|

8. Click the SJE Type list.

I 5|

9. Click the Model -- Do Not Post list item.
[Model — Do Mot Post |

10. Click the Lines tab.

Lines

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > Joumak > JournalEntry » Create/Update Journal Entries

Header m Totals [ Emors | Approval

B New Window ? Help [ Personalize Page &, hip

Unit: MDJUD Journal ID: NEXT Date: 11/02/2012
Template List Change Values

Interfintraunit *Process: Edit Journal = Process

Personaiize | Find | B |

Select Line  “Unit *Ledger SpeedType PCA Fund  Account  Program :53.'35, Approp Yr  Affiliate ;‘:".I‘I“
C | MBJUD |@ ACTUALS Bz | @ la[la [ la[ la[ Ja[_la|["]
4 | i
Lines to add: [ 1 = R
personaize | Find | view 20| B ) B frat K qorq O Last
unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N
) save| [ Notify | |4 Refresh | Eb Add | UpdateDisplay

Header | Lines | Totals | Erors | Approval

Step Action

11. Enter the desired information into the SpeedType field.
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Home |  Workist

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

_ Header " Totals ' Erors ' Approval

WultiChannel Console

Training Guide

Unit: MDJUD Journal ID: NEXT Date: 111022012
Template List Change Values

Inter/intraUnit | “Process: [Edit Journal = [ Process |

=]

Srem e O sl odger SpeedType PCA Fund  Account  Program  APPIOP

C | MDJUD @ AcTUALS Bozoo ] @l e[ a[ lal a[ lal Ja  Ja| ]
| »

rsonaize | Find | &

Fund
Affil

Approp Yr  Affiliate

Lines to add:

rsonalize | Find |
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

|E) save | [ notity | | Refresn |

Header | Lines | Totals | Erors | Approval

Addto Favorites | Sign out

Enew Window ? Help [ Personalize Page B hitp

Step Action

12. Press [Tab].

Home | Workist |

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

Enew

CTotals | Ermors | Approval

" Header |[(E

MultiChannel Console |  Addto Favorites | Sign out

Window 2 Help [ Personalize Page [,

Unit: MDJUD Journal ID: NEXT Date: 111022012

Template List Change Values

=]

- MDJUD @, ACTUALS B0200 Q] ooty [oooda @ [Bo20 |@ [A0010/Q, Q a [ ]
| »

[ Inter/intraUnit | “Process: [Edit Journal = [ Process |
rsonaize | Find | &
i *Unii 1) Approp - Fund
Select  Line Unit Ledger SpeedType PCA Fund Account  Program \WRUOR AppropYr  Affiliate o]

Lines to add:

rsonalize | Find |
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 1 0.00 0.00 N N

|& save | [ Notity | s Refresn

Header | Lines | Totals | Erors | Approval

hitp
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Step

Action

13.

Verify that the following Chartfield values populate:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

14.

Enter the desired information into the Account field.

15.

Enter the desired information into the Approp Yr field.

16.

Use the horizontal scrollbar to reveal the Amount field.

17.

Click the Insert Lines button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > GeneralLedger > Joumak > JournalEntry > Create/Update Journal Entries

tteader [ IESN Totals | Erors | Approval

EnNew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 111022012
Template List Change Values

. InterfntraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

Approp Fund

Select Line  *Unit *Ledger SpeedType PCA Fund  Account Program (PSP AppropYr Affiliate P

o MDJUD @ ACTUALS B0200 Q [Bo200q, (o001 (0301 @ [Bo20 @ [AD0i0Q [Av2012@ a [ |
w MDJUD [ ACTUALS Q [Bozocq, (o001 Q [Boz0 (@ [a0010Qy [av2012Cy a [ |
|

=
Lines to add: [ 1 = |
Personalize | Find | View Al B | 55 First £ q o1 O (ast
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 0.00 0.00 N N
) save| [ Notify | |4 Refresh | Eb Add | UpdateDisplay

Header | Lines | Totals | Errors | Approval

Step

Action

18.

On the second line, enter the desired information into the SpeedType field.

19.

Press [Tab].
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > JournalEntry > Create/Update Journal Entries

Header Totals | Errors | Approval

EnNew Window ? Help [ Personalize Page & hiip

Unit: MDJUD Journal ID: NEXT Date: 111022012
Template List Change Values

. InterfntraUnit “Process: Edit Journal - Process

Personaiize | Find | 1 |

Approp Fund

Select  Line Unit Ledger SpeedType PCA Fund  Account Program PSP AppropYr  Affiliate P

o MDJUD @ ACTUALS B0200 Q [Bo200q, (o001 (0301 @ [Bo20 @ [AD0i0Q [Av2012@ a [ |
w MDJUD [ ACTUALS B0211 Q] [Boz11q, [o001Q @ [Bo21 @ [a0010Qy a a [ |
|

0l =
Lines to add: [ = @

Personalize | Find | View Al B | 55 First £ q o1 O (ast
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 0.00 0.00 N N
) save| [ Notify | |4 Refresh | Eb Add | UpdateDisplay

Header | Lines | Totals | Errors | Approval

Step Action

20. Verify that the appropriate Chartfield values populate, including:
- Batch Agency

-PCA

- Fund

- Program

- Approp Number

21. Enter the desired information into the Account field.

22. Enter the desired information into the Approp Yr field.

23. Use the horizontal scrollbar to reveal the Amount field.

24. Click the Save button.
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3

Message

Journal 0000000342 is saved. (5210,6)

[

Step Action

25. Take note of the Journal ID.

Click the OK button.

WuliChannel Console Add to Favorites | Sign out

Favorites  Main Menu > General Ledger > Joumak > JoumalEntry > Create/Update Joumal Entries
Enew Window ? Help [& Personalize Page B

“Header |(@EUESMN “ Totals | Ermors | Approval |

Unit: MDJUD Journal ID: 0000000342 Date: 11/02/2012
Template List Search Criteria Change Values

“Process:  [EtJoumal = = — = 2] Line: =&

7
personalize | Fing | B | #

Select Line A APPTOP  AppropYr  Affiiate P :;‘:" e | Currency Amount
roo oot e, [ o v [ e [ |
Fe e peoas | & Almal @ &l

Lines to add: =

Personalce | Fnd | |

Total Credits  Journal Status

Header | Lines | Totals | Erors | Approval
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Step Action
26. Verify that the Process list displays "Edit Journal".
217. Click the Process button.
| Process |

Message

This is an SJE Model journal. It cannat be modified. (5010,120)

Step Action
28. Click the OK button to acknowledge the message.
29. Using the drop down menu, navigate to the Define Standard Journals page.

Click the General Ledger menu button.

General Ledge

30. Click the Journals menu.

| (3 Journals v |
31. Click the Standard Journals menu.

| (1 Standard Journals *l
32. Click the Define Standard Journals menu.

| Define Standard Journals |
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Favorites = Main Menu > General Ledger > Journak > Standard Journals > Define Standard Journals

Define Standard Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

- Search Criteria
MDJUD Q

standard Journal:[ begins with =] |

Business Unit:

|-~Seareh- || Glear | Basic Search [E) Save Search Criteria

Find an Existing Value | Add a New Value

{f;QGEARs

General Enterprise And Resource Support

tiChannel Console /Add to Favorites Sign out

0 New Window  ? Help B http

Step

Action

33.

Click the Add a New Value tab.
| Add a New Value |

Favorites  Main Menu > General Ledger > Journalk > Standard Journals > Define Standard Journals

Define Standard Journals

d an Existing Value Add aNew Value

Business Unit:  [MDJUD Q
Standard Journal:

Find an Existing Value | Add a New Value

tiChannel Console Add to Favorites

&0 New Window  ? Help B http
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Step Action
34. Enter the desired information into the Standard Journal field. For example, enter
"TEMPLATE".
35. Click the Add button.
Add

me | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journak > Standard Journals > Define Standard Journals

Enew Window ? Help [ Personalize Page & hip

Define Standard Journals

Unit: MDJUD SJEID: TEMPLATE “*Description:
SJE Detail Find | View Al First K 1071 O Last
+
Seq Hbr: 1 “Description: B
“SJE Type: Template to be Completed S status: Active
Error Msg:
*Journal ID: Q *Journal Date: Q Status:
~ Standard Journal
Journal: [TEMPLATE1 Document Type: hd [~ Allow Lines to be Modified

™ save Journal Incomplete Status

~ Create Standard Journals

Schedule: -
From Date: [+ To Date: & Journal Creation Lead Days: 0
B save | [=] Notity Ex Add Update/Display

Step Action
36. Enter the desired information into the Description field.
37. In the SJE Detail section, enter the desired information into the Description field.
38. Verify that the SJE Type field displays "Template to be Completed”.
39. Enter the desired information into the Journal ID field.
40. Enter the desired information into the Journal Date field.
41. |i:lick the Schedje list.
42. Click the MONTHLY list item.
[MONTHLY |
43. Enter the desired information into the From Date field.
44, Enter the desired information into the To Date field.
45, Click the Save button.
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Step Action

46. Use the drop down menu to navigate to the Create Standard Journals page.

Click the General Ledger menu button.

General Ledge

47. Click the Journals menu.
| (3 Journals "|

48, Click the Standard Journals menu.
| (1 Standard Journals *|

49, Click the Create Standard Journals menu.
| =] Create Standard Journals |

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

& New Window ? Help & http
Create Standard Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.
T Add a New Valug

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

50. Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

0 New Window  ? Help B nttp

Create Standard Journals

Find an Existing Value Add aNew Value
Run Control ID:

Find an Existing Value | Add a New Value

Training Guide

Step

Action

51.

Enter the desired information into the Run Control ID field.

52.

Click the Add button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

FNewWindow ? Help [& Personalize Page B hitp

Create Standard Journals Request

Run |

Run Control ID: RTR1.5.3 Report Manager Process Monitor [

Language: English  ~

First K1 4 o1 1 Last

Process Request Parameters

Recalculate Budget

EHE

*Process
Frequency

Dont a | a | a |

Unit From SJE To SJE *Description
Journals

|2 save | [=] Notity | |Ex Add | |5 Upda)
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Step Action

53. Click the Process Frequency list.

54, Click the Once list item.

55. Enter the desired information into the Unit field. Enter "MDJUD".

56. Enter the desired information into the From SJE field.

57. Enter the desired information into the Description field.

58. Click the Save button.

59, Click the Run button.

ORACLE

Process Scheduler Request

server Name: | SNSRI -

UserID: VP1 Run Control ID: RTR 153

Run Date:|11/02/2012 3

& New Window ? Help [& Personalize Page [ hiip

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

Recurrence: - Run Time: [11:11:54A Resetto Current Date/Time
Time Zone: Q
o
Select Description Process Name Process Type
= Standard Journal Entry GL_SJE Application Engine  [web = [TxT =] Distribution
oK Cancel

Step Action

60. Accept values on the page.

Click the OK button.
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Favorites = Main Menu > General Ledger > Journak > Standard Journals > Create Standard Journals

Create Standard Journals Request

& New Window ? Help [& Personalize Page Bl htip

Run Control ID:  RTR.1.53 Reportlznager  Process Monitor %N}
Language: English =] Process Instance:12808
Process Request Parameters Personalze | Find |
?:m’w Unit From SJE To SJE *Description
[once =] [MDJUD (@ [TEMPLATE @ [TEMPLATE  |Q [POSTAGE TEMPLATE

Add to Favor

nEn

Frst Kl 1 071 O Last

Delete Recalculate
Journals Budget Date
| r =

| @ save | [ Noity |

B Ada| |2 uptd

Step

Action

61.

Click the Process Monitor link.
Process Monito

Home |
Main Menu > General Ledger > Journak > Standard Journaks > Create Standard Journals

Worklist |
Favorites

MukiChannel Console |

ENewWindow ? Help [& Personalize Page B\ hitp

Add to Favorites Sign out

user ID[vP1 Q

Type | E[rast H [ 10

Hame | @ Instance | to |

Distribution Status ~| [ save OnRefresh

[minutes =]

Process List Personaize | Find | Viev 41 |

Process . Distribution
Select Instance Seq. Process Type — ser Run Date/Time Run Status Sons
[ | 12808 Application Engine GL_SJE VP1 11/02/2012 11:11:54AM PDT Success Posted

| Refresh |

Details

Details

Go back to Create Standard Journals
|2 save | [E] hotify

Process List | Server List
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Step

Action

62.

If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.

ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites Main Menu > General Ledger > Joumals > Standard Joumals > Create Standard Joumnals
Enewwindow 2 Help [ Personalize Page B ntio
Actions.
User ID[VP1 Q  Type | = [rast =l [ 10 [wines =] Refresh

Server =  Hame @ Instance to
Run Status| - Distribution Status x| [ save OnRefresh
=

‘Personalize | Find | View A1 [ T | 2

irst K1 4 or4 1 Last

istribution

Select Instance Seq. Process Type Name User  RunDateTime Run Status Details
Select Instance Seq. Process Type Name  User  Run DatefTime Run Status g7 Details
= 12808 Application Engine GL_SJE WP1 11/02/2012 11:11:54AM PDT Success Posted Details

Go ack to Create Standard Joumals
@ save | (=] Hotity

Process List | Server List

Step

Action

63.

Review the template journal created. Use the drop down menu to navigate to the
Create/Update Journal Entries page.

Click the General Ledger button.

General Ledge

64.

Click the Journals menu.
| (1 Journals "|

65.

Click the Journal Entry menu.
| 3 Journal Entry *|

66.

Click the Create/Update Journal Entries menu.
| D Create/Update Journal Entries |
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ORACH

Ho
Favorites - Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

onsole Add to Favorites Sign out

A New Window ? Help B hitp

nEn

Create/Update Journal Entries

d an Existing Value Add aNew Value

Business Unit: MDJUD Q
PSPPI . siness Unit Description

Administrative Office of Court
Journal Date: |TruzzuTL EY

Find an Existing Value | Add a New Value

Step Action

67. Click the Find an Existing Value tab.
| Find an Existing Value |

Add to Favorites

Favorites - Main Menu > General Ledger > Joumals > Joumal Entry > Create/Update Journal Entries

EMew Window ? Help B} hitp

=)

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values,

EUCELLSELTAE TR © Add a New Value |

- Search Criteria

Business Unit: - - ’WQ
Journal ID: begins with |

Journal Date: = ~ El
Document Sequence Number:  begins with ~ |

Line Business Unit: = . [ la
Journal Header Status: = v NoStatus-Needsto be Edited  +
Budget Checking Header Status: - -

Source: - ONL [s
Entered By: begins with = [VP1 Q
Attachment Exist: = -

| Search | Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value
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Step

Action

68.

Click the Journal Header Status list.
| No Status - Needs to be Edited  ~ |

69.

Click the blank list item.
I |

70.

Click the Search button.

71.

Click the TEMPLATE link.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Createf/Update Joumnal Entries
&NewWindow 7 Help [ Personalize Page &, hip

m Lines ( Totals '/ Emors | Approval

Unit: MDJUD Journal ID: TEMPLATE Date: 110172012

Long Description: ICreate atemplate journal entry @

*Ledger Group: ACTUALS Adjusting Entry: [NonAoustngEnty =]
Ledger: |— Fiscal Year: 2013
*Source: onL Q Period: [ =
Reference Number: [ ADB Date: [0tz ]

Journal Class: [ e
Transaction Code: [cENERAL @ I Auto Generate Lines

I save Journal Incomplete Status
SJE Type: Template 1o be Completed I Autobalance on 0 Amount Line
Currency Defaults: USD / CRRNT/ 1 SJE Scheoule
Aftachments (0) Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP Kenneth Schumacher
Entered On: 110212012 11:12:14A0
Last Updated On: 1100212012 11:12:14A0
B save | & RetumtoSearch [1E] PreviousinList | +E| NextinList |[Z] Notify | Refresh B Add Update/Display.

Header | Lines | Totals | Erors | Approval

Step

Action

72.

Review the header page for the template journal.

73.

Click the Lines tab.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

EnNew Window ? Help [ Personalize Page & hip

Header Totals | Errors | Approval

Unit: MDJUD Journal ID: TEMPLATE Date: 11/01/2012 I¥ Errors Only
Template List Search Criteria Change Values

Inter/intraUnit “Process: Edit Journal - Process =& Line: 10 3=

Personaiize | Find | 1 |

Fund
Affil

- MDJUD @ ACTUALS Q [Bo20cq (o001 (0301 @ [Bo20 @ [AD010Q [Av2012Qy a [ |
Business Unit Description

[Business unit Description Iy
oz MDJUD Aministrafive Ofiice of Courl Q [goz11Q, [ooo1@ [o301 @ ([Boz1 @ [ADD10Q [Av2012Qy a [
| =

Select Line  *Unit *Ledger SpeedType PCA Fund Account  Program :I‘.’:I'::' Approp Yr  Affiliate

Personalize | Find | View Al B | 35 Fret 5 qorq O (ast

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 0.00 0.00 N N
) seve| & RetumitoSearch | [+Z] PreviousinList | |E] Nexiin List | [[] Notify | [# Refresh Ev Add]| [ UpdateDispiay

Header | Lines | Totals | Erors | Approval

Step Action

74. Review the line detail for the template journal.

75. You have successfully completed the Creating a Template Journal Entry topic.

You have learned how to:
- Create a template journal from a model journal
End of Procedure.
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3.4 Using a Standard Journal Template
After completing this topic, you will be able to:

e Use a journal template to create and post a journal entry

Procedure

In this topic, you will select a template journal that was created previously, complete the journal
by entering amounts and post that journal.

Step Action

1. Navigate to the Create/Update Journal Entries search page.

Click the General Ledger link.
[ General Ledger |

2. Click the Journals link.
3. Click the Journal Entry link.
4, Click the Create/Update Journal Entries link.

}g reate/Update Journal Entries
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i /sdd to Favorites
Favorites ~ Main Menu > GeneralLedger > Joumak > JoumalEntry > Create/Update Journal Entries
& NewWindow ? Help B htip

nEn

Create/Update Journal Entries

d an Existing Value Add aNew Value

Business Unit: MDJUD Q
JournallD: D

Administrative Office of Court
Journal Date: |TruzzeTL EY

=

Find an Existing Value | Add a New Value

Step Action

5. Click the Find an Existing Value tab.
| Find an Existing Value |

Add to Favorites

Hor
Favorites Main Menu > General Ledger > Joumak > JoumalEntry > Create/Update Joumal Entries
FNew Window ? Help B htip

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values,

EUCELLSIELTVE TR © Add a New Value |
- Search Criteria

Business Unit:

=

MDJUD Q

Journal ID: begins with =] |
Journal Date: = = E]
Document Sequence Number: [oegins with =] |
Line Business Unit: - 5 a

Journal Header Status:

Budget Checking Header Status:
Source:

Entered By:

Attachment Exist:

I |

[Mo Status - Needs to be Edited =]

=

ONL

H
Q

begins with (=] [VP1

Q

=

| search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

=
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Step

Action

6.

Enter the desired information into the Journal ID field.

7.

NOTE: If you enter the journal 1D for the template, you do not need to enter other
criteria. Enter other criteria if you do not know or cannot remember the journal 1D

for the template.

Click the Search button.

ORACLE

Favorites - Main Menu > General Ledger > Joumak » JoumalEntry > Create/Update Journal Entries

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

{0 New Window ? Help [ Personalize Page |2, hiip

SJE Type:

Currency Defaults: USD /CRRNT /1

Attachments (0)

Reversal: Do Not Generate Reversal
Entered By:
Entered On:

Last Updated On:

Template to be Completed

VP1
1102/2012 11:12:14AM

11022012 11:12Z:14AM

save | {4 Retum to Search Notify | |4+ Refresh |
Lo J

Header | Lines | Totals | Errors | Approval

fGEECE®N ( Lines | Totals |( Emors [ Approval
| Hescer |
Unit: MDJUD Journal ID: TEMPLATE? Date: 110112012
Long Description: ICrEate atemplate journal entry [Ed]
*Ledger Group: RCTUALS Adjusting Entry: Non-Adjusting Entry -
Ledger: Fiscal Year: 2013
*Source: oNL Q Period: B
Reference Number: ADB Date: 110172012
Journal Class: Q
Transaction Code: GENERAL @ I~ Auto Generate Lines

8JE Schedule

Commitment Control

Kenneth Schumacher

™ save Journal Incomplete Status

™ Autobalance on 0 Amount Line

Ev Add]| [ Updsteiisplay

Step

Action

The Journal Header page displays.

To enter journal line information, click the Lines tab.
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Worklist |  MulliChannel Console |  Addto Favorites | Sign out

ome
Favortes = Main Menu » Generalledger » Joumals > JournalEntry » Create/Update Journal Entries

Enew Window ? Help [ Personalize Page B hitp

“Header | (@ENESMN “ Totals | Ermors | Approval |
Unit: MDJUD Journal ID: TEMPLATE1 Date: 11/01/2012 I™ Errors Only
Template List Search Criteria Change Values

*Process:  [EtJoumal = . Process = 2] Line: =&

Personaiize | Find | B |

Select Line prop Yr  Affiliate :':ﬁ"l" :':" ‘l::;'Aml Currency Amount Base Currency  Base Amount *Calculate
w 2012Q, Q[ @ s [ & fuso @ |  usp | | [system Rule
oz 2012Q Q [ Ja [csola [ la [uso & | | usD [ | [system Rute
Lines to add: = o
Personalize | Find | NS
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 0.00 0.00 N N

@ 5en) (& | 3t (s

Header | Lines | Totals | Errors | Approval

Step Action

10. Enter the desired information into the Amount field. For example, enter "150.00".

11. Enter the desired information into the Amount field. For example, enter "-150.00".

12. Click the_ Save button.

Message

Jounal TEMPLATE is saved. (5210,6)

[T
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Step Action

13. Click the O button.

ENew Window 7 Help [ Personalize Page B, hip

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > General Ledger > Joumaks > Joumal Entry > Create/Update Joumnal Entries

Header Totals [ Ermors | Approval

Unit: MDJUD Journal ID: TEMPLATET Date: 110112012
Temglele Lis; Search Criteria Change Values
 InterintraUnit “Process: Edit Journal - Process

Fund  Batch  Oper

I~ Errors Only

1= 2] Line:

Base Amount

15000, |System Rule
-150.00
|

JpropYr  Affiiste s = OPer g Currency  Amount Base Currency
(miE 120120, Q a [csola aQ luso @ 15000/ UsD
-2 72012Q, Q Q@ [csola Q [usp @ 150.00, USD
=
Lines to add: 1 =

Header | Lines | Totals | Erors | Approval

Personalze | Find | Viev 1] B

Unit Total Lines Total Debits Total Credits  Journal Status
MDJUD 2 150.00 150.00 N
[E save X RetuntoSearch [ Notify  f}, Refresh

[0 5=

Personalize | Find | B | %

*Calculate

System Rule
i

st Kl 1 r1 O Last
Budget Status

N

s Add Update/Display.

Step Action

14, Click the Process buttor_L

| Process |

15. Click the Process list and select “Post Journal”.

16. Click the Process buttor_l.

| Process |
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s
Are you sure that you want to post this journal? (5010,45)
[0 cmnen
=E]0 @ @Fede]
Step Action
17. A confirmation message displays.
Click the OK button.
18. You have successfully completed the Using a Standard Journal Template topic.

You have learned how to:
- Use a journal template to create and post a journal entry
End of Procedure.
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Lesson 4: Performing Exception Processing

Lesson Overview

When a journal is posted in error and the journal entry needs to be corrected, you can mark the
journal entry for unposting and then unpost it. This lesson reviews how to mark journals to be
unposted.

Lesson Objectives
After completing this lesson, you will be able to:

e Markajournal to unpost and unpost it
o Verify that a journal was unposted

4.1 Marking a Journal to be Unposted

In GEARS, once a journal has been posted to the ledger it cannot be adjusted or deleted.
Unposting a journal creates a mirrored journal, i.e., a journal like the original journal with the
signs reversed. Therefore, the unpost journal reverses the original journal. This creates an audit
trail of the unposting process. However, journals can be unposted only once, and you cannot edit
or re-post an unposted journal. If you want to post a journal that you have unposted, you need to
copy the journal and then post the copy.

NOTE: When you are marking journal entries for unposting, the Period field drop-down menu
retrieves accounting periods only, such as 1 through 12. However, when you are marking
adjusting journal entries for unposting, the Period field drop-down menu displays adjustment
periods only, such as 998.

After completing this topic, you will be able to:

e Unpost a journal entry
o Verify that the unposted journal was posted to the current accounting period

Procedure

In this topic, you will unpost an existing General Ledger journal that was posted to a regular
accounting period.

Step Action

1. Navigate to the Mark Journals for Unposting page.

Click the General Ledger link.
[l General Ledger|

2. Click the Journals link.
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Step Action

3. Click the Process Journals link.
Process Journal

4, Click the Mark Journals for Unposting link.
|I|Iark Journals for U n@stinm

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites ~ Main Menu > General Ledger > Joumak > ProcessJournals > Mark Journals for Unposting

ENewWindow ? Help [ Personalize Page B} hitp
Mark Journals for Unposting

*Unit “*Ledger Group *Year *Period Source
[mpiup Q [acTUALS Q [ 2013 Q, sla onL Q
Journal ID Journal Date From Journal Date To Journal Class
[ a 2l [ ] Q
ChartField Search Criteria [l L R Sl [ Adjustment Periods
Field Name ChartField Value
H | a =
Search

Select Journals fo Unpost

Personaize | Find | View A1 | 3 st K1 401 I Lot
Process Journalld  Journal Date Unpost Date Lines  Desoription

| L El

B save [] Notify 7 Refresh

Step Action

5. The Mark Journals for Unposting page displays.

Verify that the appropriate fields are populated correctly.
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e

Favorites

Mark Journals for Unposting

*Unit

“Ledger Group “Year *Period
[moJup Q [acTUALS Q [ 2013 Q@ 5/Q
Journal ID Journal Date From Journal Date To

\ a | 5

ChartField Search Criteria Personaize | Find | B | 3 oot g ore O oot
Field Nlame ChartField Value

I H | Q =
! Search |

Select Journals fo Unpost

Process

r

Journal D Journal Date Unpost Date

5

Lines Description

Home
Main Menu > General Ledger > Joumals > ProcessJoumals » Mark Journals for Unposting

Personaiize | Find |

| workist |

MultiChannel Console | Add to Favorites Sign out
EMew Window ? Help [& Personalize Page B} http

Source
oNL Q

Journal Class

I” Adjustment Periods

First K1 4 071 0 Last

@ save | [Z] Hotty | s Remesh

Action

Enter the desired information into the Journal Date From field.

Enter the desired information into the Journal Date To field.

Click the Save button.

Home:

Favorites - Main Menu > General Ledger > Joumak » ProcessJournals > Mark Journals for Unposting

Mark Journals for Unposting

*Unit

ChartField Search Criteria

=
Personaize | Find | &

ChartField Value

I H | ==

! SelectAll

Q

Deselect All |

Unpost Selected Journals

Select Journals fo Unpost Personalize | Find

Process  Journal ID Journal Date Lines Description
r 0000000334 11/01/2012 2 Enter an accrual journal that
2 0000000337 110112012 4 Enter, edit and post a journal
r 0000000341 110142012 2 Create, edit and post a journa

“Ledger Group “Year *Period source

[mpaup Q [acTuALS Q [ 2013)Q sla onL Q
Journal ID Journal Date From Journal Date To Journal Class

[ Q [1110112012 [ [11i012012 [ Q

™ Adjustment Periods

| Workist | MultiChannel Console |  Add to Favorites | Sign out

Enewwindow ? Help [ Personalize Page % ntp

Fist K 13073 O

Last

@ save | [Z] Notty | | Remesn |
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Step Action
9. Click the Unpost Selected Journals link.
|Ungnst Selected Jnurnals|
Are you sure that you want to unpost this journal? (5010 44)
0K caneet
Step Action
10. Click the OK button.
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Home | Workist | MultiChannel Console | Addto Favorites Sign out

Favorites  Main Menu > General Ledger > Joumak > ProcessJoumals > Mark Joumals for Unposting
EMew Window ? Help [& Personalize Page B} http

Post Journals Request

Run Control ID:  PS_AUTO Report Manager  Process Monitor s,
Process Request Paramet Find | View Al First K 101 O Last
| Process Frequency |
Pe“ e Request Number: 1 =

¢ o
- A:::yﬁ -Description: PeopleSoft Online Auto-Process
© Don't Run

Business Unit: HDJUD Q Ledger Group: ACTUALS Q

Source: ONL Q System Source: [ =

Process Partition ID: Q
Journal ID From: 0000000337 | O Journal ID To: 0000000337 |

Journal Date From: 11012012 Journal Date To: 1012012 |5
From Year: To Year:
From Period: To Period:

I skip Open Item Reconciliation I skip Summary Ledger Update

Leave afield blank to select all its values.

™ Autopilot Run Control

@ save L\ Returnto Search | |[Z] Notify | | Refresh B Add Update/Display.

Step Action

11. The Post Journals Request page displays.

Click the Save button.

12. Click the Run button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > ProcessJoumnals » Mark Journals for Unposting

EMewWindow ? Help [& Personalize Page B} http

Process Scheduler Request

UseriD: vP1 Run Control ID: PS_AUTO
server Hame: [JENERGETG_G - Run Date: |11/02/2012 [
Recurrence: ~ Run Time: [10:14:5541 Reset {o Current Date/Time.
Timezone:| @
Select Description Process Name Process Type Type *Format Distribution
[~ PSIGL Journal and ADB Post GLADEPST PSJob (None) || [(None) =] Distribution
- PSIGL Journal Post GLPPPOST coBoL saL (None) (None) | Distribution

[~ PSIGL Post Daily Balances GL_ADB_POST  Application Engine [Web = [TXT =] Distribution

OK | Cancel | Refresh

Step Action

13. The Process Scheduler Request page displays.

Click the Select option.

14, Click the O_K button.
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MultiChannel Console | Addto Favorites | Sign out

orklist |

Hom:
Favorites = Mai Menu > General Ledger > Joumak » ProcessJoumnals > Mark Journals for Unposting

EMewWindow ? Help [& Personalize Page Bl hitp

Post Journals Request

Run Control ID:  PS_AUTO Report Manager  Process Monitor

Process Instance 12802
Process Request Parameters

Process Frequency

Request Number: 1
*Description: PeopleSoft Online Auto-Process
Business Unit: HDJUD Q Ledger Group: IACTUALS Q
Source: ONL Q System Source: [ =l
Process Partition ID: Q

0000000337 Q.
110112012 |[F)

I+ skip summary Ledger Update

0000000337 Q@
11012012 [3]

Journal ID From: Journal ID To:

Journal Date From: Journal Date To:
From Year: ToYear:

From Period: To Period:

I skip Open ltem

Leave afield blank to select all its values
™ Autopilot Run Control

/@ save | |\ Returnto Search =] Nofify | | Refresh F Uipdate/Dispiay

Step

Action

15.

Click the Process Monitor link.
Process Monito

/Add to Favorites

Home | Workist | MutiChannelConsole | Sign out

Favorites - Man Menu > GeneralLedger > Joumals > ProcessJournals > Mark Journals for Unposting
@ NewWindow ? Help [& Personalize Page & hitp
Type | et = I 10 [Wmtes 5] | Refiesn |
Hame Q Instance to
Distribution Status =| ¥ saveOnRefresh
Process List Personalize | Find | \
Select Instance Seq. Process Type Run DateiTime Run Status
12802 COBOL SQL GLPPPOST VP1 11/02/2012 10:14:55AM PDT Success Posted Details
= 12801 COBOL SQL GLPPPOST VP1 11/02/2012 10:07:31AM PDT Success Posted Details
Go back to Post Journals
@ save | [=] Hotfy |
Process List | Server List
< »
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Step Action

16. The Process Monitor displays.

Verify that the process has been run successfully.

17. Click the General Ledger tab.
18. Click the Journals menu.

| 1 Journals 4 |
19. Click the Journal Entry menu.

| ] Journal Entry *|
20. Click the Create/Update Journal Entries menu.

| [5] Create/Update Journal Entries |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

I new Window P Help &, hiip

Create/Update Journal Entries

Find an Existing Value  [[ECF

Business Unit: MDJUD &

Journal 1D: NEXT

Journal Date: |11/02/2012 5

Add

Find an Existing Value | Add a New Value

Step Action

21. The Create/Update Journal Entries search page displays.

Click the Find an Existing Value tab.
| FEind an Existing Value |
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ORACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Journak > Journal Entry > Create/Update Journal Entries
FNew Window ? Help B htip

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: = fowno o

Journal 1D: Degins with =] |

Journal Date: = = 1
Document Sequence Number: [ begins with =] |

Line Business Unit: ’:’ [ -
Journal Header Status: = =] [Nostatus - Needs to be Edited =]
Budget Checking Header Status:|= =l =
source: ’:’ ’ONLiq

Entered By: begins with (=] [vP1 Q
Attachment Exist: = | =l

‘Search Clear  |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

22. Enter the desired information into the Journal ID field.

23. Click the Journal Header Status list item.
|Nn Status - Needs to be Edited ;[

24, Click the Blank list item.

25. Click the Search button.
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Favorites

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

WultiChannel Console

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumal Entries

Training Guide

Add to Favorites Sign out

0 New Window  ? Help B http

- Search Criteria
MDJUD Q

Business Unit: = =

Journal 1D: begins with ] (0000000337

Journal Date: = B £l
Document Sequence Number: [ begins with =] |

Line Business Unit: ’:’ ’7(1

Journal Header Status: = =0 =
Budget Checking Header Status:|= =l =
Source: = = ONL Q

Entered By: begins with =] | Q
Attachment Exist: = =0 =
| search || Clear |BasicSearch [E) Save Search criteria

Search Results

Find an Existing Value | Add a New Value

Kl

View All
Business Journal  Unpost |Document pournal g:‘:z::ngLedger Currency2 i:‘:mal
Business joyrngp  2ournal Sequence Business Header Source Tofal Total ‘&t Descrintion
Unit Date seauence 2 e S Sy, MHeader Group Lines Debits Statistical
[Bumber Slis  sais Units
HIDUUE 0000000337 11/01/2012 0 (blank) |MDJUD UnpostedValld ACTUALSONL USD 4 3972 0
MDJUD 0000000337/11/01/2012 1 (blank) |MDJUD Posted Valld ACTUALSONL USD |4 3972 0

Enter, edit and post a journal VP1
Enter, edit and poest a journal VP1

First [] 1222 [i]

Entered Attach
it

5]

Z=Z

Step

Action

26.

Click a journal ID link.
0000000337

WutiChannel Console

—
—
e |

Journal Class:

nsaction Code:

S.JE Type: j'
Currency Defaults: USD /CRRNT /1
Attachments (0 Commitment Control

Reversal: Do Not Generate Reversal

Entered By: VP1 Kenneth Schumacher

Entered On: 11/01/2012 1:31:44PM

Last Updated On: 11/02/2012 10:15:25AM

save | {4 RetumtoSearch | [+ PreviousinList| |15 lextin List | Notify | Refresh
2 a & a = wotty | [

Header | Lines | Totals | Errors | Approval

Favorites  Main Menu > General Ledger > Joumnak > Journal Entry > Create/Update Joumnal Entries
ENew wWindow 7 Help

Lines ( Totals | Erors ( Approval

Unit: MDJUD Journal ID: 0000000337 Date: 110112012

Long Description: IEmer, edit and post a journal that will cross funds [E]

*Ledger Group: [scTUALS Adjusting Entry: Non-Adjusting Entry

Ledger: Fiscal Year: 092

*Source: ONL Period: 5

Reference Number: ADB Date: [11/01/2012

I~ Auto Generate Lines
I~ save Journal Incomplete Status

I~ Autobalance on 0 Amount Line

vAdd| [ UpdateDisplay,

Add to Favortes Sign out

Personalizs Page 15, hip
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Step Action

27. Click the Lines tab.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > Joumaks > Journal Entry > Create/Update Journal Entries

I NewWindow 7 Help (5 Personalize Page B htip

Header | Lines | Totals | Errors | Approval

Header Totals | Emors | Approval
Unit: MDJUD Journal ID: 0000000337 Date: 1110112012 I Errors Only
fFempiate s} Search Criteria
“Process: Edit Journal - Process & E Line: 10 B &

Select Line Unit Ledger SpeedType PCA Fund  Account Program ﬁl‘.’;'::r Approp Yr  Affiliate P d
|1 MDJUD ACTUALS Q00306 3037 0401 BOOG ADDOG  |AY2012 c
| MDJUD ACTUALS Q 00001 0001 2001 B0O1 A0001 [
mo3 MDJUD ACTUALS Q 3037 2802 MDJUD 0001
moa MDJUD ACTUALS Q 0001 2602 MDJUD 3037

1] : =
personaize | Find | Vview 20| B B frat K qorq O Last
Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 4 3,972.00 3,972.00 u v
) seve| & RetumitoSearch | [+2] Previousin List | [¥E] Nextinlist | (] Notty | [# Refresh Ev Add] [ UpdsteDispiy

Personaiize | Find | 1 |

Fund  Ba

Step Action

28. Review the journal lines.

29.

You have learned how to:

- Search for and select journals to be unposted
- Run the posting process to unpost the journal
End of Procedure.

You have successfully completed the Marking a Journal to be Unposted topic.
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Lesson 5: Running Batch Processes

Lesson Overview

In GEARS, journals can be processed one at a time or a group of journals can be processed at one
time. For example, you can select a journal and edit, budget check or post that particular journal.
Alternatively, you can select a group of journals to be edited, budget checked or posted at one
time. Processing a group of journals at once is referred to as batch processing.

Another type of batch process in GEARS is the Journal Generator process. The Journal
Generator process creates General Ledger journals from transactions in GEARS sub-modules i.e.,
Payables, Accounts Receivable, Billing, etc. When running the Journal Generator process you
can also edit, budget check and/or post the journals that are created from the Journal Generator
process run at one time.

In this lesson, you learn how to process a group of journals at one time (i.e., in a batch).

Lesson Objectives
After completing this lesson, you will be able to:

e Process a group of journals to be edited, budget checked or posted
o Generate a group of General Ledger journals for transactions created in other GEARS
modules

5.1 Editing Journals in Batch
Before you can post journals to General Ledger you must edit them to verify that:

e Chartfield values are valid
o Debits equal credits
o Journal entries are flagged for posting to the target ledger
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The Edit Journal Request Page

The Edit Journals Request page allows you to specify selectively which journals to edit, based
on criterion entered, including: the business unit, ledger group, journal source, system source,
journal ID, and journal date. General Ledger edits only those journals that match your request
criteria. If you leave one criterion blank, General Ledger ignores that criterion and edits
journals that match the other criteria. For example, you can edit all journals by leaving the
Journal ID From and To Journal ID fields blank. The Edit Journals Request page is shown
below.

Edit Journals Request
Run ControlID: ~ EDIT_JRNLS Report Manager  Process Monitor Run
Process Request Parameters Find | View Al First &1 4 of 4 L4 | ast
+
Request Number: 1 =
 Always *Description: |
 Don't Run
Business Unit: MDJUD Q Ledger Group: |-"‘CTU-”‘LS Q
Source: ONL Q System Source: I j
Process Partition 1D: Q
Journal ID From: Q To Journal ID: Q
Journal Date From: el To Journal Date: el
¥ Edit I” Post I™ Recalc Exchange Rates I™ Mark Journal(s) to Post I” Budget Check
I™ Re-Edit I7 Re-Edit CC Adjustment Journals
Leave afield blank to select all its values.
I™ Autopilot Run Control
B Save [Z] Notify | Refresh v Add ] UpdateiDisplay

In this topic, you will use the Journal Edit process to edit a group of journal. After completing
this topic, you will be able to:

e Create run control

o Enter process request parameters for the Journal Edit process
e Run the Journal Edit process

o Verify that the journal status was updated
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Procedure

In this topic, you will edit a General Ledger journal via batch processing.

Step Action

1. Move the scrollbar down to the General Ledger link.

2. Navigate to the Edit Journal run control page.

Click the General Ledger link.
[ General Ledger

3. Click the Journals link.

4, Click the Process Journals link.

|Prucess Journals

5. Click the Edit Journals link.

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > General Ledger > Joumals > ProcessJournals » Edit Journals
& NewWindow 7 Help B nttp
Edit Journals

Enter any information you have and click Search. Leave fields blank for a list of all values,

EEEEEITTTEN ( Addaewvalue )

- Search Criteria

Run Control ID:[ begins with =] |

I~ Case Sensitive

‘Search Clear |Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

T Wit FICswitdhvade); |

Step Action

6. The Edit Journals run control page displays.

Click the Add a New Value tab.
|" Add a New Value |
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OoRrRACLE
Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites  Main Menu > General Ledger > Joumals > ProcessJournals » Edit Journals
Fnewwindow ? Help B ntp

Edit Journals

Find an Existing Value _ aNew Value

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

7. Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "JRNL_EDIT".

8. Click the Add button.
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Journak > ProcessJournals > Edit Journals

Edit Journals Request

Run Control ID:  RTR.1.4.2 Heporiianager  Process Monitor

u(:-‘)*ﬁ:um_ Request Number:
€ Aiways “Description:
@ Don'tRun
Business Unit: MDJUD Q Ledger Group:
Source: ONL Q System Source:
Process Partition ID: Q
Journal ID From: Q To Journal ID:
Joumal Date From: B To Journal Date:
¥ Edit ™ Post I” Recalc Exchange Rates I™ Mark Journal(s) to Post
I~ Re-Edit I~ Re-Edit CC Adjustment Journals

Leave afield blankto select all its values.
I” Autopilot Run Control

[E save [=] notify i, Refresh

Run

Training Guide

& New Window ? Help [& Personalize Page [ hiip

ACTUALS Q
[ =

[ e
5

I” Budget Check

[Ee Add Update/Display

Step Action

9. The Edit Journals Request page displays.

Click the Once option.

(€ once |

10. Enter the desired information into the Description field.

11. Enter the desired information into the Journal ID From field.

12. Enter the desired information into the Journal Date From field.

13. NOTE: You can also combine the Journal Edit, Budget Checking, and Journal

Post processes in a single run by selecting Edit, Budget Check, and Post on the Edit
Journals Request page. The system posts the journals that pass editing and budget

checking.
14, Click the Save button.
15. Click the Run button.
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Process Scheduler Request

UserID: VP1

Main Menu > General Ledger > Journals > Process Journals > Edit Journals

Run Control ID: RTR 142

L35

WultiChannel Console

I New Window 2 Help

Server Name: | NSRRI -
Recurrence: -

Run Date:|11/01/2012 3

Run Time: [2:38:40PM [

Resetto Current Date/Time

Time Zone: a

Select Description Process Name Process Type Type *Format

™ PSIGLJml Editand Error Rpt GLJEDERR PsJob |[None) =l |[None) 1= Distribution
™ PSIGL Journal Edit GL_JEDIT Application Engine  [Web =] [TXT | Distribution

| Cancel  Refresh

[k

GEARS

General Enterprise And Resource Support

Add to Favorites

[& Personalize Page B hitp

Step

Action

16.

The Process Scheduler Request page displays.

Click the PS/GL Journal Edit process option.

17.

Click the O_K button.

WutiChannel Consol

Favorites = Main Menu > General Ledger > Journak > ProcessJournals > Edit Journals

I New Window 7 Help

Edit Journals Request

Run ControlID: RTR.1.4.2 ReportManager  Process Monitor

Process Instance: 12786

Add to Favorites

[ Personalize Page B hitp

Process Request Parameters tof1 O [ast
Process Frequency EI
© once Request Number: 1
C always *Description: Edit Journals in batch
€ Don'tRun
Business Unit: MDJUD Q Ledger Group: ACTUALS Q
Source: ONL Q System Source: [ =l
Process Partition ID; Q

0000000341 |@
11012012 [

0000000341 | @
11012012 |H

Journal ID From: To Journal ID:

Journal Date From: To Journal Date:

¥ Edit I~ post

™ Re-Edit

™ Recalc Exchange Rates ™ Mark Journalis) to Post

I™ Re-Edit CC Adjustment Journals

Leave afield blank to select all its values.
I” Autopilot Run Control

|E save | [=) Notty | s Retresn |

™ Budget Check

|Er ada| |7 Updateispiay |
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Step Action

18. Click the Process Monitor link.

Process Maonito

ORACLE

Favo_ntes Maln_Menu > Genem\_Ledger > Jm{nal's> Fm(essvloumals> Edit Journals e ———
Enewwindow 2 Help [ Personalize Page B ntio
@ Server List
user ID|vP1 aQ Type | o [Last =l [ 10 [wines =] Refresh
Server —;I Name | Q@ instance | to |
Run Status| T Fl  ovistibutionStatws [ ] I Save OnRefresh
Personaize | Find | View A1 TEY | 8 First Kl g o g I Lot
l__ g Application Engine :nTrijDIT; 11/01/2012 2:38:40PM PDT Success ::sted @‘.
EJSaW =] Hotify
Process List | Server List
< | 3
Step Action
19. Click the Refresh button periodically until the process Run Status displays
"Success"” and the Distribution Status displays "Posted".
Refresh
20. Navigate to the Create/Update Journal Entries page to review the status of the
journal that was edited.
Click the Journals drop-down menu button.
21. Click the Journal Entry menu.
| (3 Journal Entry *|
22. Click the Create/Update Journal Entries menu.
| D Create/Update Journal Entries |

Page 117



Training Guide {3@ GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannel Console | Addto Favorites
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

ENewWindow  ? Help B http

Create/Update Journal Entries

Find an Existing Value Add aNew Value

Business Unit: MDJUD &
Journal 1D: NEXT
Journal Date: |11/01/2012 5

Find an Existing Value | Add a New Value

Step Action

23. The Create/Update Journal Entries search page displays.

Click the Find an Existing Value tab.

| Find an Existing Value

Home | Workist | MultiChannel Console | Addto Favorites
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

FNew Window ? Help B htip
Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Business Unit: - mowo @
Journal 1D: Degins with =] |
Journal Date: = B £l
Document Sequence Number: [ begins with =] |
Line Business Unit: ’:’ ’70\

Journal Header Status: =] [Nostatus - Needs to be Edited =]

Budget Checking Header Status:|= =l | =l
Source: = ONL Q
Entered By: Degins with =] (VP Q
Attachment Exist: = =l =

| search || Clear |pasicSearch [E) Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

24, Enter the journal ID into the Journal ID field for which you just ran the Edit
process.

25. Click the Journal Header Status list.
[Mo Status - Needs to be Edited =]

26. Click the blank list item.
I |

27. Click the Search button.

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries
& New Window ? Help [& Personalize Page [ hiip

.‘ -Iwul‘ Lines | Totals || Emors | Approval

Unit: MDJUD Journal ID: 0000000341 Date: 110172012

Long Description: Ilcreaxe‘ edit and post a journal to a regular period &

*Ledger Group: [retoacs | Adjusting Entry: [NonAoustngEnty =]
Ledger: |— Fiscal Year: 2013
*Source: onL Q Period: [ =
Reference Number: [ ADB Date: [imiz012]

Journal Class: a
Transaction Code: GENERAL @ IT Auto Generate Lines

™ save Journal Incomplete Status
SJE Type: = I” Autobalance on 0 Amount Line

Currency Defaults: USD / CRRNT /1

Attachments (0) Commitment Control

Reversal Do Not Generate Reversal

Entered By: VP1 Kenneth Schumacher
Entered On: 11/01/2012 2:34:33PM
Last Updated On: 11/01/2012 2:39:08PM
[E save /X ReturntoSearch [=] Notify  rl, Refresh Es Add Update/isplay:

Header | Lines | Totals | Errors | Approval

Step Action

28. Review the journal header Information. Click the Lines tab.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

Enew Window ? Help [ Personalize Page B hip

Header Totals | Errors | Approval

Unit: MDJUD Journal ID: 0000000341 Date: 11/01/2012 I¥ Errors Only
Template List Search Criteria Change Values

InterfintraUnit “Process: Edit Journal - Process = E Line: 10 3=

Personaiize | Find | 1 |

Approp
Humber

Fund

Select Line  *Unit *Ledger SpeedType PCA Fund  Account  Program P

- MDJUD @ ACTUALS Q (003050, [3037C (0401 @ [BODE  [ADODBQ, [AY2012Cy a [ |
Business Unit Description

[Business nit Description Iy
oz MDJUD Aministrafive Office of Courl Q [o0308Q, (3037 [2001 (@ ([Booe @ [ADO0BQ, [AY2012Qy a [
| =

Approp Yr  Affiliate

Personalize | Find | View Al B | 55 Frst 5 qorq O (ast

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status
MDJUD 2 1,978.00 1,978.00 v N
) save| & RetumitoSearch | (=] Wotify | 4 Refresh | Ev Add]| [ UpdsteDispiay

Header | Lines | Totals | Errors | Approval

Step Action

29. Review the journal line information. Update journal lines, if necessary.

NOTE: Run the Edit process again after updating journal lines.

30. You have successfully completed the Editing Journals in Batch topic.

You have learned how to:

- Create a run control for the Journal Edit process

- Define process request parameters

- Run the Journal Edit process

- Verify that corresponding journal status was updated
End of Procedure.
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5.2 Budget Checking Journals in Batch
The Budget Check Journals Request page is shown below.

Budget Check Journals Request

Run Control ID: ~ BUDCHK_JRNLS Reportidanages  Process Monitor |
Process Request Parameters Find | View All First K 1071 I Last
fkimein Lo Request Number: 1 E
# Don't Run
(" Process Once *Description: |

" Always Process

Business Unit: MDJUD Q

InterUnit Business Unit: Q Ledoer Group: |-J’*CTU-J"|-5 Q
Source; ONL Q System Source: I j
Journal ID From: Q To Journal ID: Q
Journal Date From: e To Journal Date: el
Leave afield blank to select all its values.

B save [ Nolify | @ Refresh Ev Add 7] UpdateiDisplay

After completing this topic, you will be able to:

e Budget check a group of journals at one time

Procedure

In this topic, you will budget check a General Ledger journal via batch processing.

Step Action
1. Navigate to the Budget Check Journals page.

Click the General Ledger link.
|- General Ledger |
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Step Action
2. Click the Journals link.

3. Click the Process Journals link.

|Prcrt:e-55 Journ algl

4, Double-click the Budget Check Journals link.
|Budget Check Journalg

OoRrRACLE

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites ~ Main Menu > General Ledger > Joumal » ProcessJoumnak > Budget Check Journals
FNew Window ? Help B htip

Budget Check Journals

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

Run Control ID:[ begins with =] |

I~ Case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

5. The Budget Check Journals search page displays.

Enter the desired information into the Run Control ID field. For example, enter
“BUDCHK”.

6. Click the Add a New Value tab.
| Add a Mew Value |
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Home | Worklist luttiChannel Console Add to Favorites.
Main Menu > General Ledger > Joumals > ProcessJoumals » Budget Check Journals

Favorites

A NewWindow ? Help B hitp

nEn

Budget Check Journals

ind an Existing Value Add aNew Value

Run Control ID:[RTR 1.4.3]

Find an Existing Value | Add a New Value

Step Action

7. Click the Add button.

Favorites

Add to Favorites.
Main Menu > General Ledger > Joumak » ProcessJoumals » Budget Check Journals

B New Window ? Help [ Personalize Page &, hip
Budget Check Journals Request

Run Control ID: RTR.143 HEATEAGE  Process Monitor | RUD|

Process Request Parameters

Al First K 10r1 O Last

Process Frequency Request Number:

@ Don't Run

 Process Once *Description:

© Aiways Process
Business Unit: MDJUD @
InterUnit Business Unit: Q Ledger Group: ACTUALS Q
Source: ONL Q System Source: [ =l
Journal ID From: a To Journal ID: Q
Journal Date From: 2] To Journal Date: B

Leave afield blank to select all its values.

| save | [=J Notity | [ Refres |

Add| | ] UpdateDispiay |
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Step Action

8. The Budget Check Journals Request page displays.

Click the Process Once option.
T Process Dnce|

9. Enter the desired information into the Journal ID From field.
10. Enter the desired information into the Description field

11. Enter the desired information into the Journal Date From field.
12. Click the Save button.

13. Click the Run button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > ProcessJoumals » Budget Check Journals

ENewWindow ? Help [& Personalize Page &, hip

Process Scheduler Request

UserID: VP1 Run Controf ID: RTR1.43

server Name: | |SENENNERIINN - Run Date: [11/01/2012 [

Recurrence: - Run Time:[2:47:41P1 Resetto Current Date/Time

Time Zone: Q
Pro
Select Description Process Name Process Type Type *Format
I Comm. Cnirl. Budget Processor FS_BP Application Engine  [weo = [T =] Distribution
oK Cancel  Refresh

Step Action

14. The Process Scheduler Request page displays.

Click the OK button.
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duttiChannel Console /Add to Favorites

Favorites

Main Menu > General Ledger > Joumal > ProcessJournals > Budget Check Journals
Enew Window ? Help [ Personalize Page B hitp

Budget Check Journals Request

Run Control ID: RTR.1.4.3

ReportManager  Process Monitor

Process Instance: 12787

Process Request Parameters

U i Request Number: 1 El
€ Don'tRun
@ Process Once *Description: RTR.1.4.3
 Always Process
Business Unit: MDJUD a
InterUnit Business Unit: @ Ledger Group: [ACTUALS Q
source: ONL a System Source: [ =
Journal ID From: 0000000341 |Q To Journal ID: 0000000341 |Q
Journal Date From: 1012012 |[5) To Journal Date: 1012012 |[5)

Leave afield blank to select all its values.

|E save | [) Notty | s Retresn |

Step

Action

15.

Click the Process Monitor link.
Process Monito

Home | Workist | MutiChannelConsole | Addto Favortes

Favorites  Main Menu > GeneralLedger > Joumak > ProcessJoumaks > Budget Check Journals

Sign out

ENewWindow ? Help [ Personalize Page ) hitp

=

Type | E[rast = I 10 [Wmes 5] | Refiesn |

Hame | @ Instance | to |

Distribution Status ~| [ save OnRefresh

Process List Personalize | Find | Ve Frst Kl 1071 O Last
Select Instance Seq. Process Type Bun Date/Time Run Status
| 12787 Application Engine FS_BP WP1 11/01/2012 247 41PM PDT Success Posted Details

Go back to Budget Check Journals
|2 save | [E] hotify

Process List | Server List
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Step Action

16. Verify that the Run Status reads Success and that the Distribution Status reads
Posted.

Click the Journals menu.

17. Click the Journal Entry menu.
| 3 Journal Entry *|
18. Click the Create/Update Journal Entries menu.

| |5] Create/Update Journal Entries |

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries
& New Window ? Help & http

Create/Update Journal Entries

( Find an Existing Value | [ECEELEAETTN

Business Unit: MDJUD &
Business Unit Description

MDJUD Administrative Office of Court
Journal Date: [Tz T EY

Journal ID:

Add

Find an Existing Value | Add a New Value

0, #ICSrchTypeClassic); |

Step Action

19. The Create/Update Journal Entries search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |
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ORACLE

Find an Existing Value Add a

Create/Update Journal Entries

New Value

Favorites ~ Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

0 New Window  ? Help B http

Journal ID:

Degins with =] |

Journal Date:

= | £l

Document Sequence Number:
Line Business Unit:

begins with =] |

~ Search Criteria

Business Unit: == MDJUD Q

Journal Header Status: - 5] [ = |

Find an Existing Value | Add a New Value

Budget Checking Header Status:|= =l =]

source: == ONL Q

Entered By: begins with (=] [vP1 Q

Attachment Exist: = = |
‘Search Clear  |Basic Search [g) Save Search Criteria

Training Guide

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Step Action

20. Enter the journal ID into the Journal 1D field for which you just ran the budget
checking process.

21. Click the Journal Header Status list.

[No Status - Needs to be Edited =]

22. Click the blank list item.

23. Click the Search button.
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&

WultiChannel Console

Favorites  Main Menu > General Ledger > Journak > Joumal Entry > CreatefUpdate Journal Entries
Enew Window ? Help [ Personalize Page B hitp

Lines [ Totals | Erors [ Approval

unit: MDJUD Journal ID: 0000000341 Date: 11012012

Long Description: Ibrea{e‘ edit and post a journal to a regular period =

*Ledger Group: [retoacs | Adjusting Entry: Non-Adjusting Entry

Ledger: |— Fiscal Year: 2013

*Source: onL Q Period: [ =

Reference Number: [ ADB Date: [imiz012]

Journal Class: [ e

Transaction Code: [cENERAL @ I7 Auto Generate Lines

™ save Journal Incomplete Status

SJE Type: [ | I Autobalance on 0 Amount Line

Curreney Defaults: USD / CRRNT /1

Attachments (0 Commitment Control

Reversal Do Mot Generate Reversal

Entered By: wP1 Kenneth Schumacher

Entered On: 110112012 2:34:33PM

Last Updated On: 110112012 2:39:08PM
|@ save | [& Rewmtosearcn | (=] Motty | 1 Refresn | |- pdatempiey.
Header | Lines | Totals | Errors | Approval

Step Action

24, The GL Journal - Header page displays.

Click the Lines tab.

Home | Workist |

WultiChannel Console

Add to Favorites | Sign out

unit Total Lines

MDJUD 2

Total Debits

1,978.00

Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries
Enew Window ? Help [ Personalize Page B hitp
Header " Totals | Erors [ Approval
Unit: MDJUD Journal ID: 0000000341 Date: 1110172012 I Errors Only
Template List Search Criteria Change Values
| InterAntraunit | *Process: [Edit Journal | Process | E & Line: 10 B &
Personaize | Find | B
. e - Approp . Fund
Select  Line Unit Ledger SpeedType PCA Fund Account  Program  SPPR - AppropYr  Affiliate b
w0 MDJUD [ ACTUALS Q 003060, [3037 [0401 @ [BOO6 | [A0ODBIR [Av2012Qy Q
oz Office of Court Q Jo0306Q, [3037@ [2001 (@ ([Boos | |roo0s@ ([av2012Qy Q
| 3
Lines to add:

First K1 4 o1 0 Last
Budget Status

Personaiize | Find

Total Credits  Journal Status

1,978.00 v v

| save| & RetumtoSearcn [ Wotfy 4 Refresn

Header | Lines | Totals | Errors | Approval

Add] [ UpdateDispiay
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Step Action

25. The Budget Status display in the Totals section of the page. Verify that the
Budget Status is “V” (Valid).
26. You have successfully completed the Budget Checking Journals in Batch topic.

You have learned how to:
- Budget check journals in batch.
End of Procedure.
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5.3 Posting Journals in Batch
In this topic, you will post a General Ledger journal via batch processing.

After completing this topic, you will be able to:

e Create run control

o Enter process request parameters for the Journal Post process

e Run the Journal Post process

o Verify that the journal status was updated to "Posted"
Procedure

In this topic, you will post a General Ledger journal via batch processing.

Step Action

1. Click the General Ledger link.
|- General Ledger |

2. Click the Journals link.

3. Click the Process Journals link.
Process Journals

4, Click the Mark Journals for Posting link.
Mark Journals for Posting
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumaks > ProcessJoumnals » Mark Journals for Posting

EMew Window ? Help [& Personalize Page B} http
Mark Journals for Posting

“Unit “Ledger Group Year *Period Source
[moJup Q [acTuALS Q [ 2013.Q, 5Q ONL Q
Journal ID Journal Date From Journal Date To

[ [s [11r0172012 £

[11302012 |5y I~ Adjustment Periods

Search Select All Deselect Al

Post Selected Journals

First K1 4 or1 0 Last

Personalize | Find | View 41| B | 55

Process  Unit Line Unit Journal ID Date Lines  Description
r
& save [=] wWotify L Refresh

Training Guide

Step

Action

The Mark Journals for Posting page displays.

Enter the desired information into the Journal ID field.

Click the Process option.

Click the Save button.

Click the Process Journals tab.
| Process Journals |

Click the Post Journals menu.
| 5] Post Journals
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Home |  Workist

Favorites - Main Menu > General Ledger > Journals > ProcessJournals > Post Journals

Post Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

|- Search || Clear  |pasic Searcn [ Save Search Criteria

Find an Existing Value | Add a New Value

MultiChannel Console | Addto Favorites | Sign out

A New Window ? Help B hitp

nEn

Step

Action

10.

The Post Journals Run Control page displays.

Click the Add a New Value tab.
| Add a New Value |

Home |  Workist

Favorites = Main Menu > General Ledger > Journals > ProcessJournals > Post Journals

Post Journals

Find an Existing Value Add aNew Value

Run Control ID:

Find an Existing Value | Add a New Value

MultiChannel Console |  Addto Favorites | Sign out

A NewWindow ? Help B hitp

nEn

Page 132



%S GEARS Training Guide

{:} General Enterprise And Resource Support

Step Action

11. Enter the desired information into the Run Control ID field. For example, enter
"JRNL_POST".

12. Click the Add button.
Add

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Journals > ProcessJournals > Post Journals

& New Window ? Help [& Personalize Page [ hiip

Post Journals Request

Run Control ID: RTR.1.4.4 Reporilianage;  Process Monitor g

Request Number: 1 =
© once . I
€ Aways Description:
@ Don'tRun
Business Unit: MDJUD Q Ledger Group: ACTUALS Q
Source: ONL Q System Source: [ =l
Process Partition ID: Q
Journal ID From: Q Journal ID To: Q
Journal Date From: [l Journal Date To: ]
From Year: To Year:
From Period: To Period:
[ skip Open Item Reconciliation ¥ Skip Summary Ledger Update
Leave a field blank to select all its values
™ Autopilot Run Control
B save Notify | s Refresh [+ Add Updste/Display

Step Action

13. The Post Journals Request page displays.

Click the Once option.

14. Enter the desired information into the Description field.
15. Enter the desired information into the Journal ID From field.
16. Enter the desired information into the Journal Date From field.

17. Click the Save button.

18. Click the Run button.
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Journaks > ProcessJournals > Post Journals

Enew Window ? Help [ Personalize Page & hip

Process Scheduler Request

UserID: VF1 Run Control ID: RTR 14.4
server Name: [N =] Run Date:[11012012 |3
Recurrence: - Run Time: [3:04:20P1 | ResettoCurrentDate/Time |
TimeZone:|  |Q
Select Description Process Name Process Type Type *Format
T PSIGLJournal and ADB Post GLADBPST PsJob |[None) =l |[None) 1= Distribution
™ PSIGL Journal Post GLPPPOST COBOL saL (Mone) [Mone) =] Distribution

[~ PSIGL PostDaily Balances GL_ADB_POST  Application Engine  [Web =] [TXT =] Distribution

OK Cancel Refresh

Step Action

19. The Process Scheduler Request page displays.

Click the Select option for PS/GL Journal Post.
| PSIGL Journal Post

20. Click the O_K button.
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Favorites = Main Menu > General Ledger > Journals > ProcessJournals > Post Journals

Post Journals Request

Run Control ID: RTR.1.4.4 ReportManager Process Monitor (.U

Process Instance: 12788

Process Request Parameters

Al First Kl 1011 O Last
Process Frequency

Request Humber: 1 =

& onee i RTR.1.4.4

€ Aiways Description: 1.4

€ Don'tRun
Business Unit: MDJUD Q Ledger Group: ACTUALS Q
Source: ONL Q System Source: [ =l
Process Partition ID: Q
Journal ID From: 0000000341 |Q Joumnal ID To: 0000000341 |Q

11012012 |5
O
O

Jou

11012012 |H
O
1

¥ Skip Summary Ledger Update

Journal Date To:

From To Year:

From Period: To Period:

[ skip Open Item

Leave afield blank to select all its values.

™ Autopilot Run Control

Enew Window ? Help [ Personalize Page B hitp

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Step

Action

21.

Click the Process Monitor link.
Process Monito

Favorites  Main Menu > General Ledger > Joumals > ProcessJournals » Post Journals

Type [ o [Last =l [ 10 [winutes =]

Hame | @ Instance | to |

Distribution Status ~| [ save OnRefresh

| Refresh |

Process List Personalize | Find | | Frst Kl 1071 O Last
Process . Distribution

Select Instance Seq. Process Type — ser Bun Date/Time Run Status Sons Details

12788 COBOL SQL GLPFPOST VP1  11/01/2012 3:04:20PM PDT Success  Posted  Details

Go back to Post Journals
B save | [ Hotity

Process List | Server List

ENewWindow ? Help [ Personalize Page ) hitp

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

=
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Step Action

22. Verify that the Run Status reads "Success" and the Distribution Status reads
"Posted."”

Click the General Ledger menu.

General Ledge

23. Click the Journals menu.

| 1 Journals * |
24, Click the Journal Entry menu.

| ] Journal Entry *|
25. Click the Create/Update Journal Entries menu.

| [=] Create/Update Journal Entries |

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > General Ledger > Joumak > Journal Entry > Create/Update Joumnal Entries

Enew wWindow P Help &, http

Create/Update Journal Entries

( Find an Exisfing Value ‘.’ Add 3 New Va ‘».‘

Business Unit: MDJUD Q
Business Unit Description

MDJUD Administrative Office of Court|
Journal Date: | T rzuTe Ty

Journal ID:

Add

Find an Existing Value | Add a New Value

winD, ZICSrchTypeClassicy;|

Step Action

26. Click the Find an Existing Value tab.
| Find an Existing Value |
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ORACLE

Favorites ~ Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit: = Moo o

Journal 1D: Degins with =] |

Journal Date: = = 1
Document Sequence Number: [ begins with =] |

Line Business Unit: ’:’ [ -
Journal Header Status: =] [Nostatus - Needs to be Edited =]
Budget Checking Header Status:|= =l =
source: ’:’ ’ONLiq

Entered By: begins with (=] [vP1 Q
Attachment Exist: = | =l

‘Search Clear  |Basic Search [g) Save Search Criteria

Find an Existing Value | Add a New Value

0 New Window  ? Help B http

Training Guide

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Step

Action

217.

Enter the desired information into the Journal ID field.

28.

Click the Journal Header Status list.
[Mo Status - Needs to be Edited =]

29.

Click the blank list item.
I |

30.

Click the Search button.
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MuttiChannel Console
Favorites - Main Menu > General Ledger > Joumals > Journal Entry > Create/Update Journal Entries

Unit: MDJUD Journal ID: 0000000341 Date: 110172012

I New Window 7 Help

Lines ' Totals " Erors " Approval

Long Description: Icreale‘ edit and post a journal to a regular period [

*Ledger Group: [retoacs | Adjusting Entry: [NonagustngEnty &
Ledger: |— Fiscal Year: 2013
*Source: lr Period: |—5
Reference Number: |— ADB Date: [imiz012]
Journal Class: |—
Transaction Code: IM I~ Auto Generate Lines

T save Journal Incomplete Status
SJE Type: | | I Autobalance on 0 Amount Line
Curreney Defaults: USD / CRRNT /1
Attachments (0 Commitment Control

Reversal Do Mot Generate Reversal

Entered By: VP1 Kenneth Schumacher
Entered On: 110112012 2:34:33PM
Last Updated On: 11/01/2012 3:04:52PM

|E save | A ReturntoSearch | [Z] Hotify | Refresh

Update/Display,

Header | Lines | Totals | Errors | Approval

Personalize Page B, hitp

Step Action

31. The GL Journal - Header page displays.

Click the Lines tab.

Home | Workist | MultiChannel Console
Favorites = Main Menu > General Ledger > Journals > Journal Entry > Create/Update Joumnal Entries

Header " Totals | Ermors [ Approval

B New Window ¥ Help

“Process: [Edit Journal | Pracess | EE Line

Select Line Unit Ledger SpeedType PCA Fund  Account Program ‘:I‘.’:'::r Approp Yr  Affiliate
|1 MDJUD ACTUALS Q 00306 3037 0401 BO0G ADDOE  |AY2012
w2 MDJUD ACTUALS Q 00306 3037 2001 BO0G AQD0G  |AY2012
1] |

Addto Favorites | Sign out

Personalize Page B, hitp

Unit: MDJUD Journal ID: 0000000341 Date: 11/01/2012 I¥ Errors Only
Template Lis{ Search Criteria

Fund  Ba
Affil Ag
(o3
C

MDJUD 2 1,978.00 1,978.00 B

Unit Total Lines Total Debits Total Credits  Journal Status Budget Status

|E save | | RetuntoSearch [Z] Notify | | s Refresh

Header | Lines | Totals | Errors | Approval
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Step Action

32. Review the line item(s).

33. You have successfully completed the Posting Journals in Batch topic.

You have learned how to:
- Post journals in batch
End of Procedure.
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5.4 Running the Journal Generate Process for Transactions

The Journals Generator process creates General Ledger journals from transactions created and
posted in the sub-modules, i.e., Payables, Accounts Receivable and Billing. The Generate

Journals Request page is shown below.

Generate Journals Request

Run Control ID:  RTR*1.6.1 Heporfiianage:  Process Monitor | Run
Journal Processing Options
I Edit I™ Budget Check I™ Post
Process Request Parameters Find | View All First O qore D0 st
Pess B Request NHumber: 1 E
Once
* . SHARE
r N’W«':IYS SetiD: Q
@ Don't Run *Accounting Definition Name: Q
Application Business Unit: MDJUD Q
Ledger Group: ACTUALS Q
Template: Q
*From Date Option: |Begin Date - From Period j From Date: et
*To Date Option: I End Date - Ta Period j To Date: el

Leave afield blank to select all its values.

@ save [Z] Notify s Refresh B+ Add & UpdatelDisplay

After completing this topic, you will be able to:

e Run the Journals Generator process to create General Ledger journals for transactions
created in sub-modules
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Procedure

In this topic, you will run the Journal Generator process to create General Ledger journals from
sub-module transactions.

Step Action

1. Navigate to the Generate Journals page.

Click the General Ledger link.
- General Ledger |

2. Click the Journals link.

3. Click the Generate Journals link.

OrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > General Ledger > Joumak > SubsystemJoumak > Generate Journals
@ New Window ? Help &, http
Generate Journals

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fina zn Existing va ‘»-" Add a New Value
- Search Criteria

Run Control ID:[ begins with =] |

[~ case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Generate Journals search page displays.

Click the Add a New Value tab.
| Add a New Value |
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L35

Favorites

Generate Journals

Find an Existing Value Add aNew Value

Main Menu > General Ledger > Joumak > Subsystemloumaks » Generate Journals

Home |

Workiist | MuliiChannel Console |  Addto Favorites | Sign out

A NewWindow ? Help B hitp

nEn

Run Control ID:|

Find an Existing Value | Add a New Value

Action

"JGEN".

Enter the desired information into the Run Control ID field. For example, enter

Click the Add button.

Favorites

Generate Journals Request

Run Control ID: RTR.1.6.1 Report Manager

Main Menu > General Ledger > Joumak » SubsystemJoumak » Generate Journals

Process Monitor [

Home |

Workist | MutiChannelConsole | Addto Favortes | Sign out

B New Window ? Help [ Personalize Page &, hip

™ Edit ™ Budget Check
Process Request Parameters
 Once
© Aways
@ Don't Run
Application Business Unit: MDJUD Q
Ledger Group: [acTusLs oy
Template: [ Tl
“From Date Option: [BeginDate-FromPerioa =]
“To Date Option: [EndDate-ToPenca 5|

Leave afield blank to select all its values.

|B save | [ Notity | |2 Refresh |

Journal Processing Options

™ post

Al First K 10r1 O Last

Request Number: 1 B
*SetiD: SHARE Q
*Accounting Definition Name: Q
From Date: 5]
To Date: 5]

|+ Add | | A UpdateiDisplay |
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Step Action

7. The Generate Journals Request page displays.

Click the Edit option.

8. Click the Budget Check option.
| [~ Budget Check|

9. Click the Post option.

10. Click the Always option.

11. Enter the Accounting Definition template name into the Accounting Definition
Name field.

Enter one of the following values for the corresponding module transactions:
- Payables: APDEFN

- Billing: BIDEFN

- Accounts Receivable: ARDEFN

12. For some transactions, such as vouchers, vendor payments, accounts receivable
customer payments, etc., enter an Accounting Entry Template from which the
system applies a defined set of offsetting entries.

13. Click the Save button.
14, Click the Run button.
Fun
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ORACH

Favorites = Main Menu > General Ledger > Joumak > SubsystemJournals > Generate Journals

WultiChannel Console Add to Favorites Sign out

Enew Window ? Help [ Personalize Page B hitp

Process Scheduler Request

User ID: VP1 Run Control ID: RTR.1.6.1
server Name: || EEEGG_G_GG_ - Run Date: [10/31/2012 il
Recurrence: - Run Time:|4:31:37PM | Resetto Current Date/Time
Time Zone: a
Process
Select Description Process Name Process Type “Type *Format istributi
F  FS_JGEN FS_JGEN Application Engine  [weo =] [TxT =] Distrioution
| OK | Cancel  Refresh

Step Action

15. The Process Scheduler Request page displays.

Click the OK button.

Home | Workist | MultiChannel Console Add to Favorites | Sign out

Favorites = Main Menu > General Ledger > Joumak > SubsystemJournals > Generate Journals

Enew Window ? Help [ Personalize Page B hitp

Generate Journals Request

[ Run

Run Control ID: RTR16.1 ReportManager  Process Monitor
Process Instance: 12696
Journal Processing Options:
I Edit 7 Budget Check I Post

Process Request Parameters
b B Request Number:

*SetiD:

*Accounting Definition Hame: APDEFN Q

Application Business Unit: MDJUD Q
Ledger Group: [acTUas ™ o
Template: [ACCRUAL @
“Frofoi Enter) tion: [BeginDate FromPeriod =1 prom pate: [
“To Date Option: [EndDaie-ToPeiod 3] topae: [

Leave afield blank to select all its values.

|E save | [=) Notty | s Retresn |
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Step Action

16. Click the Process Monitor link.
|F'mt:ess IMonitor |

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Joumak > SubsystemJoumak > Generate Journals
EMewWindow ? Help [& Personalize Page B} http
User ID|[vP1 Q Type | =] [Last =] [ 5 [Winutes =] | Refresh |
server| =] Hame | Q Instance | to |
Run Status - Distribution Status =| I saveOnRefresh
Personaize | Find | view 21| B | 7 First Kl 1071 O Lost
Process Distribution
Select Instance Seq, Process Type Name ~ User  BunDatefMime BunStstus g0 Details
Im 1269 Application Engine FS_IGEN VP1 10/31/2012 4:31:37PM PDT Success Posted Details
Go backto Generate Journals
& save [Z] Notify
Process List| Server List
. | »

Step Action

17. Click the Refresh button until the Run Status reads "Success" and the Distribution
Status reads "Posted."

18. You have successfully completed the Running the Journal Generate Process for
Transactions topic.

You have learned how to:

- Create a run control for the Journal Generator (FS_JEN) process
- Define process request parameters

- Run the Journal Generator (FS_JEN) process

End of Procedure.
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Lesson 6: Using General Ledger Inquiries and Reports

Lesson Overview

General Ledger provides several delivered inquiry and reporting options that allow you to review
you can view specific journal entries after they have been created and monitor ledger balances, as
needed. This information is available through online inquiry pages which provide for on-demand
information, as well as more static reports. This lesson discusses some of the online inquiry and
reporting options available in the General Ledger.

Lesson Objectives
After completing this lesson, you should be able to use/run the following online inquiries and
reports:
e Journal Inquiry page
Ledger inquiry page
Ledger Activity report
Ledger Activity with Attributes report
Journal Ledger Activity report
Ledger vs. Journal Integrity report
Trial Balance report
Standard Journals report
General Ledger Summary report
Journal Entry with Attributes report
Journal Line/Accounting Reconciliation report
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6.1 Viewing Journal Entries

The Journal Inquiry page allows you to search for and view journal entries created in General
Ledger. You can create an inquiry to find journal entries for criteria such as the Fiscal Year,
Period(s), Journal ID, journal date and status among other criteria. You can use the inquiry in the
future and modify (as needed).

After completing topic, you will be able to:

e Use the Journal Inquiry search page
e Review journal entries for the specified criteria

Procedure

In this topic, the Journal Inquiry page is used find journal entries for a based on criteria entered.

Step Action

1. Navigate to the Journal Inquiry page.

Click the General Ledger link.
[ General Ledger |

2. Click the Review Financial Information link.
Review Financial Information
3. Click the Journals link.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > Review Finandal Information > Journals

A New Window ? Help B hitp

nEn

Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Inguiry Name: | begins with =] |

| Search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Journals search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > Review Finandal Information > Journals

A New Window ? Help B hitp

nEn

Journals

Find an Existing Value Add aNew Value

Inquiry Name:||

Find an Existing Value | Add a New Value
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Step Action

5. Enter the desired inquiry name into the Inquiry Name field.
6. Click the Add button.
Add

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > Review Finandal Information > Journals

& NewWindow 7 Help [& Personalize Page &, hip

Journal Inquiry

| Journal Cri

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status

RTR18.1 Q Q Q Q Q Q
Journal ID Date Status Source Currency Stat Document Type
[ Q [ B Q Q Q Q Q
User Document Sequence Sort By Max Rows Attachment Exist
a | Journal ld - 100 -
Search Delete Clear
5 save [=] Notify v Add Update/Dispiay

Step Action

7. The Journal Inquiry page displays.

Enter "MDJUD" into the Unit field.

Enter "ACTUALS" into the Ledger field.

Enter a fiscal year into the Year field. Enter a valid value e.g. "2013".

10. Enter a period range for which you want to view journals.

Enter the desired period into the From Period field. Enter a valid value e.g. "3".

11. Enter the desired period into the To Period field. Enter a valid value e.g. "3".
12. Enter the journal ID into the Journal ID field, if known.
13. Click the Search button.
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WuiChannel Console Add to Favorites | Sign out

Favorites = Main Menu > General Ledger > Review Finandal Information > Journals

& New Window ? Help [& Personalize Page Bl htip

nEn

Journal Inquiry

Inquiry *Unit “Ledger *Year “From Period *To Period Suspense Status
RTR 1.1 MDJUD @ [ACTUALS @ [2013Q a 3@ Q
Journal ID Status Source Currency Stat Document Type
0000000180 | @, a a [sY Q Q
User Document Sequence Sort By Max Rows Attachment Exist
[ a | Journal ld -] 100 -]

Personaize | Find | BT |
JournallD  Date Unitlt  Status Source | cpepense User UnpostDate  Descr
0000000180 |09111/2012 MDJUD Posted ONL No Susp waynewright  09/11/2012  |Budgettest

2] |

| B save | [ Notity |

Step Action

14. Journal matching your search criteria.

Click the journal link.
0000000180

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites  Main Menu > General Ledger > Review Financal Information > Journals

Enewwindow 7 Help [& Personalize Page B, hip

Journal Inquiry

Journal Inquiry Details
» Ledger Criteria

Go To: oumal Eriterid
Journal Header
Journal ID: 0000000180 Date: 09/11/2012 Schedule:
Ledger Group: ACTUALS ‘Original Date: 09112012 Process: No Request
Source: ONL Date Posted: 10/03/2012 Total Lines: 2z
Journal Status: Posted Reversal Date: User ID: wayne wright
Balanced: DR=CR Reversal: None InterUnit BU: MDJUD
Doc Seq: Budget Status: Valid View Attachment (0)
Long Description: IBudgeHesl &)

@ AllLines
€ FromTo From Line: To Line: [ Bunsyeloumall-incs |
Totals by Currency Al First &1 1 0f1
currency: USD Debit Amount: 5,00000 Credit Amount: 5,000.00 0.00
Journal Line onaiize | Find | View 2| First K 1-2012
Amount (in -
Line# | Line Descr Transaction Currency ~ PCA Fund  Account Program Dept . ABpropYr  PC Bus Unit
Currency)
1 Committee Meetings 5,000.00 USD 10111 0001 0423 8001 AD0D1  AY2013
2 Committee Mestings -5,000.00 USD 00001 0001 7540 B001 AD0DT  AY2013

|2 save | [ Notify |
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Step Action

15. The Journal Inquiry Details page displays.
Review the information on the page.

Click the Save button.

16. You have successfully completed the Viewing Journal Entries topic.
You have learned how to:

- Use the Journal Inquiry search page

- Review journal entries for the specified criteria

End of Procedure.
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6.2 Viewing Ledger Balances

The Ledger inquiry page allows you to view ledger balances based on criteria that you specified.
You can create an inquiry that includes criteria that specifies the ledger balances for the period(s)
you want to view. You use the inquiry in the future, as needed.

After completing topic, you will be able to:

o Create a Ledger inquiry
o Review ledger balances for the selected periods

Procedure

In this topic, the Ledger Inquiry is used to view ledger balances based on user entered criteria.

Step Action

1. Navigate to the Ledger search page.

Click the General Ledger link.
|- General Ledger |

2. Click the Review Financial Information link.

Review Financial Information

3. Click the Ledger link.
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Favorites = Main Menu > General Ledger > Review Finandal Information > Ledger

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

0 New Window  ? Help B http

Ledger

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Inguiry Name: | begins with =] |

| Search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Ledger search page displays.

Click the Add a New Value tab.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites Main Menu > General Ledger > Review Financal Information > Ledger
FNew Window ? Help B htip

Ledger

Find an Existing Value Add aNew Value
Inquiry Name:||

Find an Existing Value | Add a New Value
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Step Action

5. Enter the desired information into the Inquiry Name field.

6. Click the Add button.
Add

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > Review Financial Information > Ledger
ENewWindow 7 Help [ Personalize Page B htip =

Ledger Inquiry

Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

[

Inquiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency Stat Code

RTR18.2 [al lal la [ [ [a [Ca
I~ Show YTD Balance I™ Include Closing Adjustments Max Ledger Rows
I™ Show Transaction Details I~ Only in Base Currency [ 100/

Search Clear Delete |

Step Action

7. The Ledger Inquiry page displays.

Enter the desired information into the Unit field. Enter "MDJUD",
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Review Finandal Information > Ledger

Enew Window ? Help [ Personalize Page & htip =}

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inquiry Name: *Unit *Ledger *Fiscal Year *From Period *To Period Currency Stat Code
RIR182 powbe [ e[ la [Ta [a [l [
™ Show YTD Balance ™ Include Closing Adjustments Max Ledger Rows
I™ Show Transaction Details I~ Only in Base Currency [ 100/
| Search || Clear | Delete |

Step Action

8. Enter the desired information into the Ledger field. Enter "TACTUALS".

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Review Finandal Information > Ledger

ENew Window ? Help [ Personalize Page B htip =}

Ledger Inquiry
Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name: *Unit *Ledger *Fiscal Year *From Period *To Period Currency Stat Code
RTR.1.82 [Mowple, [cTuas e [ e [Ta [ a [ [ e
™ Show YTD Balance ™ Include Closing Adjustments Max Ledger Rows
I™ Show Transaction Details I~ Only in Base Currency [ 100/
| Search | | Clear  Delete |
Chartfield Criteria personalze | Find | H1 First Kl 1-13 0743 O Last
ChartField Value ChartField Value St Updateiiew Sum By ne\:;:.:ad Order-By Set |Period
Account [ Q | Q@ |Update/New = = 1 = 98
Depariment I a | @ |UpdateNew r =
Batch Agency [ Q | Q| Unpdate/ew i l‘
Program Cost Account I a | @ |UpdateNew r =
Fund Code [ Q | Q. |Update/New r o
Appropriation Number [ Q | Q@ |Update/New r =
Program [ a | @ |UpdateMew r "
Apprapriation Year [ a | Q@ |Update/New r o
Affiliate [ Q | Q@ |Update/New r w
Fund Affiliate I a | @ |UpdateNew r =
Operating Unit Affiliate [ a | @ |UpdateMew r "
Project I a | @ |UpdateMew r =
Adjustment Type [ Q | Q_ |UpdateMew r o o

Step Action

9. Enter the desired information into the Fiscal Year field. For example, enter "2013".
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Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites ~ Main Menu > General Ledger > Review Financial Information > Ledger

ENew Window 7 Help [ Personalize Page B, htip =

Ledger Inquiry
Enter ledger, periad, ChartField and rest of the criteria. Click on Search button to execute the query.
Ledger Criteria
Inquiry Name “Unit *Ledger “Fiscal Year “From Period *To Period Curreney Stat Code
RTR182 oD@, acTuas @ [2013Q [ [Ca Ca [Ca
I” show YTD Balance I” Include Closing Adjustments. Max Ledger Rows
I~ Show Transaction Details I™ Only in Base Currency [ 100/
| Search | Clear | Delete
Include Adjustment Periods
ChartField Value ChartField Value Set  UpdateiNew Sum By Re":::'l':?d Order-By
Account [ Q | Q. |Update/New ~ = 1
Depariment [ Q | Q@ |Update/New r =
Batch Agency [ a | @ |UpdateMew r "
Program Cost Account [ a | Q. |Update/MNew r o
Fund Code [ Q | Q@ |Update/New r w
Appropriation Number I a | @ |UpdateNew r =
Program [ Q | Q. |Update/New r o
Appropriation Year [ Q | @ |UpdateNew r =
Afiliate [ Q | Q. |Update/New r o
Fund Affiliate [ Q | Q@ |Update/New r =
Operating Unit Affiliate [ Q | Q@ |Update/New r w
Project [ Q | Q@ |UpdateMew [ ]
Adjustment Type [ a | @ |UpdateMew r " |

Step

Action

10.

Enter the desired information into the From Period field. For example, enter "

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites ~ Main Menu > General Ledger > Review Financial Information > Ledger

ENew Window 7 Help [ Personalize Page B, htip =

Ledger Inquiry
Enter ledger, periad, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name “Unit *Ledger “Fiscal Year “From Period *To Period Curreney Stat Code
RTR182 Moo, acTuas @ [2013Q [Ha [Ca Ca [Ca

I” show YTD Balance I” Include Closing Adjustments. Max Ledger Rows

I~ Show Transaction Details I™ Only in Base Currency [ 100/
| Search | Clear | Delete |

Include Adjustment Periods

ChartField Value ChartField Value Set  UpdateiNew Sum By Re":::'l':?d Order-By
Account [ Q | Q. |Update/New ~ = 1
Department [ Q | Q@ |UpdateMew
Batch Agency [ a | @ |UpdateMew r "
Program Cost Account [ a | Q. |Update/MNew r o
Fund Code [ Q | Q@ |Update/New r w
Appropriation Number I a | @ |UpdateNew r =
Program [ Q | Q. |Update/New r o
Appropriation Year [ Q | @ |UpdateNew r =
Afiliate [ Q | Q. |Update/New r o
Fund Affiliate [ Q | Q@ |Update/New r =
Operating Unit Affiliate [ Q | Q@ |Update/New r w
Project [ Q | Q@ |Update/New r =
Adjustment Type [ a | @ |UpdateMew r " |
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Step Action

11. Enter the desired information into the To Period field. For example, enter "3".

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > Review Financal Information > Ledger

ENew Window ? Help [ Personalize Page &, htip =}

Ledger Inquiry
Enter ledger, periad, ChartField and rest of the criteria. Click on Search button to execute the query.

Ledger Criteria

Inquiry Name “Unit *Ledger “Fiscal Year *From Period “To Period Currency Stat Code
RTR18.2 MDJUD /@ [ACTUALS @ [2013Q EllY o Q aQ
I~ show YTD Balance ™ Include Closing Adjustments Max Ledger Rows
™ Show Transaction Details I™ Only in Base Currency 100
Search Clear Delete

Chartfield Criteria Personalize | Find | 3 Include Adjustment Periods

ChartField Value ChartField Value Set  Updateilew Sum By R::llllr:d Order-By 2 e

Account [ Q | Q. |Update/New ~ = 1 = o8
Department [ Q | Q@ |UpdateMew

Batch Agency [ a | @ |UpdateMew r "

Program Cost Account [ a | Q@ |Update/New r o

Fund Code [ Q | Q@ |Update/New r w

Appropriation Number I a | @ |UpdateNew r =

Program I aQ | @ |Update/lew r 1}

Appropriation Year I a | @ |UpdateNew r =

Afiliate [ Q | Q. |Update/New r o

Fund Affiliate [ Q | Q@ |Update/New r =

Operating Unit Affiliate [ Q | Q@ |Update/New r w

Project [ Q | Q@ |UpdateMew [ ]

Adjustment Type [ a | @ |UpdateMew r " _

Step Action

12. Enter the desired information into the Program Cost Account Value field. For
example, enter "10111".

13. Click the Search button.
Search
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Ledger Inquiry

Favorites = Main Menu > General Ledger > Review Finandal Information > Ledger

WultiChannel Console Add to Favor Sign out

ENew Window ? Help [ Personalize Page B hitp

Ledger Summary

pertinent to your inquiry.
» Ledger Criteria

Go To:
Ledger Summary

Ledger Amount by Currency

Before clicking on Detail hyper link, you can click on “Ledger Detail Drill-Down Chartfield Display” to display the chartfields that are

Ledqer Detail Drill-Down Chartfield Display

Find | view 21 _Frst Kl 1.0f1

rsonalize | Find | First & 10f1
Period Balance (in

Transaction Currency
Currency)

. Period Balance (in
Account Description Base Curmoncy) D25 Currency

Committee Meetings 5,000.00 USD 5,000.00 USD

Amount (in Transaction Currency):

500000 USD Amount (in Base Currency): 500000 USD

| @ save | [=) notry |

Add | 7 UpdateiDispiay |

Step Action

14.

The Ledger Summary page displays.

Click the Activity link.

Ledger Inquiry

Favorites = Main Menu > General Ledger > Review Financial Information > Ledger

Enewwindow 7 Help [& Personalize Page B, htip

Transaction Details
v Ledger Criteria

Go To inguin Griteria *
Transaction Details

Ledger by Period and Chartfields
Period

30423

Account

Ledger Summary Transaction Criteria

Al First K1 of 1

Account Description stat

Committee Meetings

Journal ID Line Descr

0000000180

Amount (in Transaction Currency):

Committee Meetings

5,000.00 USD Amount(in Base Currency): 5,000.00 USD

Personaize | Find | B First &1 4 of 1 &4 L as|
Amount (in Amount (in
Date seq Stat Amt NR Transaction Currency Base Base Currency
Currency) Currency)
0911112012 000N 5,000.00 USD 5,000.00 USD

|B save | =] Notity |
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Step Action

15. The Transaction Details page displays.

Click the journal link.
0000000180

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > General Ledger > Review Financal Information > Ledger
ENewWindow 7 Help [& Personalize Page &, hip

Journal Inquiry

Journal Inquiry Details
» Ledger Criteria

GoTo: inguiry Criteria * * Ledger Summary
Transaclion Defails
Journal Header
-Journal ID: 0000000180 Date: 0911172012 Schedule:
Ledger Group: ACTUALS Original Date: 09/11/2012 Process: No Request
Source: ONL Date Posted: 10/03/2012 Total Lines: 2
Journal Status: Posted Reversal Date: User ID: wayne wright
Balanced: DR=CR Reversal: None Interunit BU: MDJUD
Doc Seq: Budget Status: Valid View Aftachment
Long Description: IEudgeHesl &)
@ AllLines
€ FromiTo From Line: [ Toume [ —
o by cumengy T ]
Currency: USD Debit Amount: 5,000.00 Credit Amount: 5,000.00 Net: 0.00

Personalize | Find | View A1 | B | 3 Fist K g o4 O (ot

Amount (in

Line# | Line Descr Transaction Currency ~ PCA Fund  Account Program Dept PP AppropYr PCBus Unit
Currency)
1 Committee Mestings 5,000.00 USD 10111 (0001 0423 8001 AD001  AY2013
4] | 1]

5 save [=] Notify v Add Update/Display

< |

Step Action

16. Review the information on this page.

Click the_ Save button.

17. You have successfully completed the Viewing Ledger Balances topic.

You have learned how to:
- Navigate and view ledger balances
End of Procedure.
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6.3 Running the Ledger Activity Report

The Ledger Activity report lists the beginning and ending ledger balances by Chartfield
combination and account. It also lists the detailed journal line activity that is posted against the
ledger for the accounting periods that are specified.

After completing this topic, you will be able to:

o Create a new run control for the Ledger Activity report
o Enter process request parameters
o Generate the Ledger Activity report

Procedure

In this topic, you will run the Ledger Activity report.

Step Action

1. Begin by navigating to the General Ledger Activity page.

Click the General Ledger link.
|- General Ledger |

2. Click the General Reports link.
General Reports

3. Click the Ledger Activity link.
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites . Main Menu > General Ledger > General Reports > Ledger Activity

FNew Window ? Help B htip
General Ledger Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The General Ledger Activity page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Home |

Worklist |
Favorites = Main Menu > General Ledger > GeneralReports » Ledger Activity

General Ledger Activity

Find an Existing Value Add aNew Value

Run Control ID:|

Find an Existing Value | Add a New Value

MultiChannel Console |

Add fo Favorites | Sign out
0 New Window  ? Help B nttp

Action

value e.g. "GL_ACTIVITY".

Enter the desired information into the Run Control ID field. Enter a valid

Click the Add button.

Home |

Worklist |

MukiChannel Console |

Addto Favortes |  Sign out
Favorites - Main Menu > General Ledger > General Reports » Ledger Activity
ENew Window ? Help [ Personalize Page &, hip
Ledger Activity Report
Run Control ID: ~ RTR1.9.1 ReportWanager  Process onitor | RUD|
Language: English =]
Report Request Parameters
Unit: MDJUDQ,
Ledger: ACTUALS | Include Adjustment Periods
Fiscal Year: Currency: [ Q
From Period: To Period:
™ Show Discrepancies Only I~ Show Journal Detaif I~ Display Full Humeric Field
| Refresh
ChartField Selection Personaize | Find | B | % Frst Kl 1071 O Lot
Sequence ChartField Hame Include CF Summarize Detail All Values Value To Value
[ ] r r r r Q| Q
|@ save | [ Notity | [Eraga| [ v
< »
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Step Action

7. The values for the Unit and the Ledger should default to the "MDJUD" and
"ACTUALS".

Enter the desired information into the Fiscal Year field. For example, enter "2013".

Enter "USD" into the Currency field.

10. Enter the desired information into the From Period field. For example, enter "8".
11. Enter the desired information into the To Period field. For example, enter "8".
12. Click the Show Journal Detail option.

[ Show Journal Detait|
13. Click the Refresh button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports > Ledger Activity

&NewWindow 7 Help [ Personalize Page &, hitp =]

Ledger Activity Report

Run Control ID:  RTR.1.9.1 Report Manager  Process Wonitor B,

Language: English 5]

Report Request Paramete
Unit: MDJUDQ

Ledger: [AcTUALS q [Include Adjustment Peri

Fiscal Year: =7 Currency: o Adijustment Period -
=

From Period: [ e To Period: 2 !

I” show Discrepancies Only ¥ show Journal Detail I Display Full Numeric Field

Refresh

Chartfield Hame Include CF  Summarize Detail All Values  Value To Value

[ 1 Program Cost Account = r = = [ Q | aQ

[ 2 FundCode F r F F [ a | Q

[ 3 account 2 r 2 2 [ a | Q

[ 4 Progam |2 r 12 oo Q | Q

|5 Appropriation Number =2 r =2 =2 [ a | Q

[ 6 Appropriation Year " r " " [ Q | Q

[ 7 BatchAgenoy r r r [ a | a b

[ & Depament r r r o @ | Q

[ 9 Projed r r r C Q | Q

[ 10 Afiste r r r r [ a | Q

[ 11 Funaamiate r r r C a | Q

e — — — _ _ o ﬂﬂ

Step Action
14, Click the Include CF, Detail, and All VValues options for the following Chartfield

values:

. Program Cost Account

1

2. Fund Code

3. Account

4. Program

5. Appropriation Number
6. Appropriation Year

7. Batch Agency
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Step Action

15. Click the Run button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports > Ledger Activity
Enew Window ? Help [ Personalize Page & hiip
Process Scheduler Request
User ID: VP1 Run Control ID: RTR.1.9.1
server Name: || SNEERNENINNN - Run Date: [10/21/2012 il
Recurrence: - Run Time: [9:22:54AM | ResettoCurrentDatefTime |
Time Zone: a
Select Description Process Name Process Type Type *Format
= General Ledger Activity Report GLS7002 SQR Report [weo =] [PoF =] Distribution
oK Cancel
« »

Step Action

16. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.
K

I

17. Take note of the Process Instance number in top right corner of the page.

18. Click the Process Monitor link.
Process Monito
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Genersl Ledger > General Reports > Ledger Activity
I New Window ? Help [ Personalize Page & http
Actions
User ID|VP1 aQ Type | =] [Last =] [ 1 [Hours =] Refresh
Server =] Hame | Q Instance | to |
Run Status| = Distribution Status >| I save OnRefresh
Personaiize | Find | view 20| B | # Frst B 12012 O ot
Select Instance Seq, Process Type \ooeSS Yser  RunDateiTime BunStatus  Soro ™™ petails
T 12629 SQR Report GLS7002 VP1  10/31/2012 9:22:54AM PDT Queued A Details
T 12628 SQR Report GLS7002 VP1  10/31/2012 9:10:10AM PDT Success Posted  Details
Go back to General Ledger Activity
& save [Z] wNotify
Process List| Server List
« >

The process you ran is listed by process instance number in the Process List section.

20. Click the Refresh button periodically until the run status is "Success" and the
Distribution Status is "Posted".

21. After process runs successfully,
click the Go back to General Ledger Activity link.

|G-:J back to General Ledger.ﬂ.ctiuig

22. The Ledger Activity Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manager
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Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites - Main Menu > General Ledger > General Reports > Ledger Activity

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For
Folder: [WRENRERRIRNIONE =]  instance: to: | Refresh
Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
e Completion  Report Process
Report Report Description Eolder Name -
Report Report Desoription Folder ame T - Ermo
1 Report

Go back to General Ledger Adtivity

B save |

List | Explorer | Administration | Archives

Step Action

23. The Report Manager - List page displays.

Click the Administration tab.
" Administration |

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites  Main Menu > General Ledger > General Reports > Ledger Activity
EMew Window ? Help [& Personalize Page B} hitp
Uist | Explorer [ C Archives
View Reports For
User ID: Jvp1 Type: [ ~ | [ =t - 1 Days -
status: | = Folder| | [
Report Pres o
Select D e Description Format  Status
1003172012 Acrobat
r 9506 12620 | General Ledger Actity Report G230 (pay |Postad Details
100312012 Acrobat
‘General Ledaer Actiity Report Detalls
r 9505 12626 | General Ledger Actiity Report Ga02M (pay |Pested  Detalls
Text
1003112012 Not
r 9502 12617 BIPublisher empty dir clean o rban Files O
o)
Text
10812012 Not
r 9501 12516 Bl Publisher Archive SO Fies Mot
(*.bd)
1003172012 | Acrobat |Not
r 9500 12615 |Process Scheduler SystemPurge |00 o luE CERSt BOL
Text
r 0498 12607 | Comm. Cnirl Budget Processor 10302002 Lo Posted  Details
9:15:28PM
bty
Text
r 9497 12606 | Comm.Cntl Budaet Processor 10302012 Fijes  posted  Details
8:50.44PM
o)
Text
r 0405 12605 | Comm. Crirl Budget Pracessor 10302012 s posted  Details
8:50.46PM
(*.bd)
Text
r 0495 12604 Comm. Crirl BudgetProcessor 10302012 Goe Posted  Details
8:49.04PN
bty
Text
r 9494 12603 |Comm.cCni. Budaet Processor 10302012 6ijs  |Posted  Details ]
8.4151PM
bty
Text
r 9493 12602 |Comm.Cntl. Budaet Processor 10302012 Gjes  posted  Details
8:33-18PM
o)
B Dpesetectan =
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Step Action
24. The Report Manager - Administration page displays.
Click the General Ledger Activity Report link to open the General Ledger
Activity Report.
[General Ledager Activity Repord]
Step Action
25. The General Ledger Activity report displays. Review the information on this page.
Print the report using the browser options, if desired.
26. You have successfully completed the Running the Ledger Activity Report topic.

You have learned how to:
- Navigate to and review the General Ledger Activity report
End of Procedure.
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6.4 Running the Ledger Activity with Attributes Report

The Ledger Activity with Attributes report lists the journal activity and the associated attributes
for one or more specific Chartfields in the ledger for one or more periods, including beginning
and ending balances.

After completing this topic, you will be able to:

o Create a new run control for the Ledger Activity with Attributes report
o Enter process request parameters
o Generate the Ledger Activity with Attributes report

Procedure

In this topic, you will run the Ledger Activity with Attributes report.

Step Action

1. Begin by navigating to the Ledger Activity with Attribute page.

Click the General Ledger link.
|l General Ledger]

2. Click the General Reports link.
|General Reports |
3. Click the Ledger Activity with Attribute link.

L edger Activity with Attribut
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ORACLE

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute
FNewWindow ? Help B htip

Ledger Activity with Attribute

Enter any information you have and click Search. Leave fields blank for a list of all values.
GUGELESTEAETERN © Add a New Value |
~ Search Criteria

Search by: Run Control ID begins with

[” Case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

0, FICSwitchMode ;|

Step Action

4, The Ledger Activity with Attribute search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Favorites

Home | Workist | MuliChannel Console | Addto Favorites |

Sign out
Main Menu > General Ledger > General Reports > Ledger Activity with Attribute

FNewWindow ? Help B htip
Ledger Activity with Attribute

Find an Existing Value Add aNew Value

Run Control ID:

Find an Existing Value | Add a New Value

Step Action

5. Enter the desired information into the Run Control ID field. For example,
enter "LEDGERACT".

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > General Ledger > GeneralReports > Ledger Activity with Attribute
Fnewwindow ? Help B ntp
Ledger Activity with Attribute

Find an Existing Value Add aNew Value

Run Control ID:|RTR.1.9.2

Find an Existing Value | Add a New Value
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Step Action
6. Click the Add button.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

EnNew Window ? Help [ Personalize Page & hip
Ledger Activity with Attributes Report

Run Control ID: RTR.1.9.2

Reporthlanager  Process Monitor - RUM
Language: English 5]
Report Request Parameters
Unit: MDJUD G
Ledger: PRy Include Adjustment Periods
Period
Fiscal Year: Currency: [ Q =
I § E
From Period: To Period:
I~ Show Discrepancies Only I~ Show Journal Detail I™ Display Full Numeric Field
Refresh
personalize | Find | B | 8 rrst £ qor1 1 Last
Sequence CharfField Name Include CF Subtotal  Value
[ - -  a
B save

[E+ Add | /2 UpdaterDispiay |

Step Action

The Ledger Activity with Attributes page displays.

The values for the Unit and the Ledger should default to the "MDJUD" and
"ACTUALS".
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports > Ledger Activity with Attribute
& New Window ? Help [& Personalize Page [ hiip

Ledger Activity with Attributes Report

Run Control ID:  RTR.1.9.2 ReportManager  Process Monitor - R4M

Language: English v

Report Request Paramete
Unit: MDJUD Q)

Ledger: [AcTuALs | [ Include Adjustment Per
Fiscal Year: [ Currency: [ a . (Pt . =
From Period: [ To Period: [ =

™ Show Discrepancies Only I~ Bhigwr Jourmal Betaii I™ Display Full Numeric Field

Refresh

ChartField Name Include CF Subtotal  Value

C r [
B save B+ Add Update/Display
Step Action
8. Enter the desired information into the Fiscal Year field. For example, enter "2013".
9. Enter "USD" into the Currency field.
10. Enter a period range for which to run the report using the From Period and To

Period fields.

Enter the desired information into the From Period field. For example, enter "3".

11. Enter the desired information into the To Period field. For example, enter "4".
12. Click the Show Journal Detail option.
[ Show Journal Detaif|
13. Click the Refresh button.
14. In the Chartfield Selection section, click the Include CF options for the following

Chartfield values:

Program Cost Account
Fund Code

Account

Program
Appropriation Number
Appropriation Year
Batch Agency

Nogak~wdhE

15. Click the Save button.
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Step Action

16. Click the Run button.

ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

@ New Window ? Help [ Personalize Page

Saved |

Process Scheduler Request

UserID: VP1 Run Controf ID: RTR1.9.2
server Name: || NNERNENINNNE - Run Date: [10/21/2012 il
Recurrence: - Run Time: [9:45:38AM Resetto Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type *Format
I Ledger Activity with Attribute GLST016 SQR Report [weo =] [PoF =] Distriution
oK Cancel

Step Action

17. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > GeneralReports » Ledger Activity with Attribute

Enew Window ? Help [ Personalize Page B htip =1

Ledger Activity with Attributes Report

Run

Run Control ID: RTR.1.9.2 ReportManager  Process Monitor | J
tanguage:  [Eniisn 5] Process Instance 12632
Report Request Parameters
Unit: [MDsuDey
Lodger: FoAs @ Include Adjustment Periods
Fiscal Year: | 2013 Currency: |usp Q , ,—;I =
From Period: ] To Period: [ 4
™ Show Discrepancies Only ¥ Show Journal Detail ™ Display Full Numeric Field

ChartField Selection

Sequence ChartField Name Include CF Subtotal Value

’71 Program Cost Account | r ’7Q

[ 2| FundCode F r A

[ 3] Accoumt 2 r [

[ 4 Program =2 r Ta

[ 5| Appropriation Number o2 i I < ¥

[ 6 Appropriation Year =2 r [ a

[ 7 Baichageny v r [ Ta

[ & Department r r A o
[ 9 Proect r r [

[ 10 Afiliate r r e

[ 11 Funaaffiliate r r [

[ 12| oOperating Unit Afiliate r r e =

Step Action

18. The Ledger Activity with Attributes Report run control page displays.

Take note of the Process Instance number in the top right corner of the page.

19. Click the Run button.
~ Run

Home | Workist | MutiChannel Console Add to Favorites Sign out

Favorites | Main Menu > General Ledger > General Reports > Ledger Activity with Attribute
ENewWindow ? Help [ Personalize Page 8} hitp
User ID[vP1 aQ Type | o [Last =l [ 10 [wines =] i
server | =l Hame | @ Instance o
Run Status - Distribution Status ~| [ save OnRefresh
Process List Personaiize | Find | View Al i First Kl 42012 O Last
Process ) Distribution .
Select Instance Seq. Process Tyne JioweSS User  RunDatelTime BunStatus  SEi® Details
12632 SQR Report GLS7016 VP1  10/31/2012 9:46:38AM PDT Success Posted  Defails
T 12631 SQR Report GLSTO16 VP1  10/31/2012 9:38:51AM PDT Success Posted  Delails
Go backto Ledger Activity with Aftribute
|B save | =] wotify |
Process List| Server List
4 »
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Step Action

20. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

21. Click the Refresh button periodically until the run status is "Success" and the
Distribution Status is "Posted".

22, After the process runs successfully, click the Go back to Ledger Activity with
Attribute link.

[Go back to Ledger Activity with Attribute]

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

FNewWindow ? Help [# Personalize Page B! hitp

Ledger Activity with Attributes Report

Run Control ID:  RTR 1.9.2 ReportManager  Process Monir - -RUM

Language: [Engiish 33

Unit: [MDJUDj
Ledger: heTUAs
Fiscal Year: [T2013) Currency: s o AR
From Period: I To Period: [ 4 ! = ]
™ Show Discrepancies Only [ show Journal Detail ™ Display Full Humeric Field
Refresh
Sequence Chartfield Name Include CF Subtotal Value
[ 1 Program CostAccount =2 r - |
[ 2 FundCode |2 c e
|3 Account = r < ¢
| 4 Program =2 r [ -
[ 5 Appropriation Humber 2 - A
| & Appropriation Year =2 r < §
[ 7 Batchageny 2 - A
|| Fundafiiate r r e
|| Deparment - r - | =
[ it r I R
|| Operating Unit Affiliate r r I <
|| BookCoge - r [ -
| Tue C Imi | B
Step Action
23. The Ledger Activity with Attributes Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manager

Page 175



Training Guide % GEARS

> General Enterprise And Resource Support

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites - Main Menu > General Ledger > GeneralReports » Ledger Activity with Attribute

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For
Folder: [WRENRERRRIRNIONE =]  instance: to: | Refresh
Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
e Completion  Report Process
Report Report Description Eolder Name -
Report Report Desoription Folder ame T - Ermo
1 Report

Go back to | edger Activity with Attribute

B Save |

List | Explorer | Administration | Archives

Step Action

24, The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites  Main Menu > General Ledger > General Reports » Ledger Activity with Attribute
EMew Window ? Help [& Personalize Page B} hitp
Uist | Explorer [ Archives
View Reports For
User ID: Jvp1 Type: [ ~ | [ =t - 1 Days -
status: | = Folder | [
Report Pres .
Select D e Description Format  Status
1003172012 Acrobat
r 9500 12632 |Ledoer Acvity with Attribute Gundami  (pay |Postad Delails
1003172012 Acrobat
Ledaer Actvity with Atiibute Detalls
r 9508 12631 |Ledoer Actuity with Atribute oanBam  (puy |Pested Detals
- 103172012 Acrobat
Ledger Activity with Atiibute Details
r 9507 12630 | Ledoer Activity with Attribute v erole! |Posted | Details
1003172012 Acrobat
r 9506 12620 | General Ledger Aciity Report 2300 (pay |Posted Details
1003172012 Acrobat
‘General Ledaer Actiity Report Detalls
r 9505 12628 | General Ledger Actiity Report G 10128 (pay |Posted Detalls
Text
r 9502 12617 Bl Publisher emply dir clean 10320z g Mot
04a1 Posted
bty
Text
1003112012 Not
r 9501 12616  BIPublisher Archive o rban Files O
o)
1003172012 | Acrobat |Not
r 9500 12815 |Process Scheduler SystemPurge |0 o luE BT D00
Text
r 0408 12607 Comm. Crirl Budget Processor 10302012 Lo Posted  Details
9:15:28PM
bty
Text =
r 9497 12606 |Comm.Cnt. Budaet Processor 10302012 fijs  |posted  Details
8:50.44PN
o)
Text
r 0405 12605  Comm. Crirl Budget Pracessor 10302012 s posted  Details
850 46PN
o)
Text
r 0405 12604 | Comm. Crirl Budget Pracessor 10302012 s posted  Details
8:49.04P
(*ba)
Text
C 9494 12603 |Comm Cnid BudgetProcessor 1003072012 fjes  |posted  Detail =
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Step

Action

25.

The Report Manager - Administration page displays.

Click the Ledger Activity with Attribute link to open the Ledger Activity with
Attribute report.
ILedger Activity with Attribute

Peoplagoft GL
LEDGER ACTIVITY Page Mo 1
Bun Date 10/31/2012
Run Time 09.47.09
¥r: ALl Batch Agy: All  Currency Code: USD
D eds
e .00
0180 001
cas 5.900.00 aw
12 0oaoooo1sn 001
s o.00 5,000.00
12 oooooooiey 5002
£,000.00 a0
12 oooooooiey 2002
0.00 000.90
12 oooooooise 2002
£,000.00 a0
12 oooooooise =002
o.00 5,000.00
ooapooo1ss
0.00 5.000.00
12 00oDo0D1sE
5.000.00 a0
oogpaoo1s2 006
s s00.72 a0
12 oouoooois2 006
s 0.00 1,500.72
0090000203 a01e
cas 5.900.00
0000000203 B006
coo €.000.00
12 oooooooz03 Goen
coo 7,000.00
0080000203 coea
coo 8.000.00
12 000D00DZ03 coea
coo o.00
12 oooooooz03
20,000.00
12 000D00DZ03
o.00
12 caGMoo206 1 DOo0s  0oel 2201 006
a0006 vz013 00 6.000.00

Step

Action

26.

The General Ledger Activity report displays. Review the information.

Print the report using the internet browser settings, if desired.

217.

You have successfully completed the Running the Ledger Activity with Attributes
Report topic.

You have learned how to:
- Run the Ledger Activity with Attributes report
End of Procedure.
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6.5 Running the Journal Entry Detail Report

The Journal Entry Detail report displays all journal entries that were entered in the system for
the Judiciary business unit (MDJUD) and ledger within a specified date range.

After completing topic, you will be able to:
o Create a new run control for the Journal Entry Detail report

o Enter process request parameters
e Generate the Journal Entry Detail report

Procedure

In this topic, you will run the Journal Entry Detail report.

Step Action

1. Begin by navigating to the Journal Entry Detail page.

Click the General Ledger link.
[ General Ledger |

2. Click the General Reports link.
General Reports
3. Click the Journal Entry Detail link.

]gnurnal Entry Detaill
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports > Journal Entry Detail

FNew Window ? Help B htip
Journal Entry Detail
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Journal Entry Detail search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign ot

Favorites  Main Menu > General Ledger > General Reports > Journal Entry Detai
FNew Window ? Help B htip

Journal Entry Detail

Find an Existing Value MdaNEdellE

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

5. The Add a New value page displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "JRNL_ENTRY".

6. Click the A_dd button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites Main Menu > General Ledger > General Reports > Journal Entry Detai
Enew Window ? Help [ Personalize Page B hitp

Journal Entry Detail Report

Run Control ID: RTR.1.9.3

ReportManager  Process Monitor | RUD

Language:

Report Request Parameters

Unit: Moo

Ledger Group: AcTUALS @ Ledger: ACTUALS |@

Source: [ & Journal ID: ]

From Date: =\ To Date: T\

Journal Status: | |

[¥ show Description on Report I” show Statistics Amount I Display Full humeric Field

| Refresh |

ChartField Selection Personaize | Find | B | % Frst Kl 1071 I Last
Sequence ChartField Hame Include CF Deser
[ r r

|B save | [=] Notify | |Ev Add 7 UpdateiDisplay |

Step Action

7. The Journal Entry Detail Report page displays.

The values for the Unit, Ledger Group and the Ledger should default to the
"MDJUD" and "ACTUALS".

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites | Main Menu > General Ledger > General Reports > Journal Entry Detall
Enew Window ? Help [ Personalize Page B hitp
Journal Entry Detail Report

Run Control ID: RTR.1.0.3 ReportManager  Erocess Monitor | RU|

Language:

Report Request Parameters

Unit: Moo

Ledger Group: [AcTUALs ™ @ Ledger: [AcTUAS @

Source: [ & Journal ID: ]

From Date: =\ To Date: T\

Journal Status: | |

¥ Show Description on Report ™ Show Statistics Amount I~ Display Full Humeric Field

| Refresn |

ChariField Selection Personaize | Find | B | 5 First K 4011 0 [ast
Sequence ChartField Name Include CF Descr
[ r r

|B save | [=] Notity | ErAdd JF UpdatelDisplay |
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Step Action

8. Click the Journal Status list.

| =

9. Click the Posted (by journal dates) list item.
[Posted (by journal dates) |

10. Click the Refresh button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Journal Entry Detal

ENew Window ? Help [ Personalize Page &, htip =1

Journal Entry Detail Report

Run Control ID:  RTR.1.0.3 ReportManager  Process Monitor | RUM

Language: English =

Unit: [mooup e

Ledger Group: [acTuALs @ Ledger: [acTUALS @

Source: [ a Journal ID: ]

From Date: ’7@ To Date: ’75]

Journal Status: [Postea oy journal cates) =]

[ Show Description on Report ™ Show Statistics Ameunt I~ Display Full Humeric Field

i Refresh

personaiize | Find | B | % First Kl 1-24 o1 24 11 Last

Sequence Chartfield Name Include CF Descr

[ 1 Program CostAccount ol - =l

[ 2 FundCode |l r

[ 3 Account ~ ml

[ 4 Program r r

’75 Appropriation Number r mj

[ 8 Appropriation Year [ - ]

[ 7 BatchAgenty r r

’78 Department r r

[ 9 PCBusiness Unit r r

[ 10 Project r r b

’7‘11 Activity r 1

Step Action

11. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

12. Click the Run button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Entry Detal
Enew Window ? Help [ Personalize Page & hiip
Process Scheduler Request
User ID: VP1 Run Control ID: RTR.1.9.3
server Name: || SNENRENINNNE - Run Date: [10/21/2012 £l
Recurrence: - Run Time: [10:27.3241 | ResettoCurrentDatefime |
Time Zone: a
Select Description Process Name Process Type Type *Format is tributic
= Joumnal Entry Detall Report FIN2001 SQR Report [weo =] [PoF =] Distriution
oK Cancel
[i itAction, 0, PRCSROSTOLGLIST $srt250);

Step Action

13. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

I ? = 1 =
I New Window ¥ Help [# Personalize Pa saved |

Favorites = Main Menu > General Ledger > General Reports > Journal Entry Detal

Journal Entry Detail Report

Run Control ID: RTR.1.9.3 ReportManager  Process Monitor |
Language: English =] Pracess Instancer12634
Report Request Parameters
Unit: MDJUD Q
Ledger Group: [AcTUALs ™ @ Ledger: [AcTUALS @
Source: [ & Journal ID: ]
From Date: =\ To Date: T\
Journal Status: Posted (by journal dates) -
[¥ show Description on Report I” show Statistics Amount I Display Full Numeric Field

Chafrpisetoction

Sequence ChartField Hame Include CF Descr
[ 1 Program CostAccount 2 r =
[ 2 FundCode " r
[ 3 Account F r
[ ] categen r r
[ ] subcategory r -
[ ] Amhiate r r |
[ ] BachAgenty r r
[ Department r r

[ | PCBusinessUnit r r
[ Progam - - fos
[ | Appropriation Number r r

Step Action

14. The Journal Entry Detail Report run control page displays.

Take note of the Process Instance number in the top right corner of the page.

15. Click the Process Monitor link.
Process Monito

Home | Workist | MutiChannel Console Add to Favorites Sign out

Favorites - Main Menu > General Ledger > General Reports » Journal Entry Detai

ENewwingow ? Help [& Personalize Page B ntp

user ID|vP1 aQ Type | o [Last =l [ 10 [minwes =] | Refresh |
User ID = )
Server Name Q Instance to
Run Status =i Distribution Status x| I save OnRefresh

Process List Personalize | Find | 13 First S q0f1 O Last
Process Distribution .
Select Instance Seq. Process Type MoZSS yser  Run Datefime Run Status Details
Select Instance Seq. Process Ty — User Run DateiTime Run Status Status. Details
F 12834 SR Report FIN2001 VP1 10312012 10:27:32AMPDT  Success  Posted  Details

Go back to Journal Entry Detail
B save | [Z] Wotity |

Process List | Server List
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Step

Action

16.

The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List
section.

17.

Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted".

18.

After process runs successfully, click the Go back to Journal Entry Detail link.
5o back to Journal Entry Detail

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Entry Detal

EMew Window ? Help [& Personalize Page B} hitp
Journal Entry Detail Report

Run Control ID:  RTR.1.9.3 Report Manager  Process Manitor |- RUA

Language: I =]
Report Request Parameters

Unit: MDJUD a

Ledger Group: ACTUALS Q@ Ledger: ACTUALS @

Source: e Journal ID: ]

From Date: [ m To Date: [

Journal Status: Posted (by journal dates) -

[ Show Description on Report ™ Show Statistics Amount ™" Display Full Numeric Field

Refresh

Sequence ChartField Name Include CF Deser
|1 |Program CostAccount " r =
| 2 |Fundcoce
[ 3 |Account
[ | amiate
| |Funaamiate
[ |analysis Type
| |BookCode
| |BudgetPerioa
[ |Appropriation Year
| |PcBusiness Unit
[ |Appropriation Number
| |cumencyCode

qQq

a0 naiaaiananm
aonaiaaiananmnn

Step

Action

19.

The Journal Entry Detail Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manager
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Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Entry Detal

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For
Folder: [JRENRERRIRRIONE =]  instance: to: | Refresh
Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
e Completion  Report Process
Report Report Description Eolder Name -
Report Report Desoription Folder ame T - Ermo
1 Report

Go back to Journal Entry Detail

B Save |

List | Explorer | Administration | Archives

Step Action

20. The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites  Main Menu > General Ledger > General Reports > Journal Entry Detai
EMewWindow ? Help [& Personalize Page B} hitp
Uist | Explorer [ C Archives
View Reports For
User ID: Jvp1 Type: [ ~ | [ =t - 1 Days -
status: | = Folder [
Report Prcs " Reguest
i) T Description DatelTime Format  Status
107312012 Acrobat
r 9511 12634 |Joural Entry Detail Repodt 102757AM (o Posted  Dealls
10312012 Acrobat
Journal Entry Detail Report Details
r 9510 12633 |Joumnal Entry Detall Report 1015304 |(-puy Posted  Detalls
- 10312012 Acrobat
Ledger Activity with Atiibute ) Details
r 9509 12632 |Ledger Actvity with Atibute et oy Posted Deails
10712012 Acrobat
r 9508 12631 |Ledger Actvity with Afiibute 208l |(opuy Posted Delalls
10312012 Acrobat
Ledaer Actvity with Afiibute Detalls
r 9507 12630 |Ledger Actvity with Aftribute oBraoMl |(puy Posted Detalls
10312012 Acrobat
‘General Ledaer Acthity Report Details
r 9506 12629 |GeneralledoerActitvRepor  goooclif OO0 Posted  Detals
) 10312012 Acrobat
General Ledaer Acihity Report ; Details
r 9505 12628 |CeneralledgerAchityReport  GOSMATNE OO0 posted  Details
Text
) 1om12012 Not
r 9502 12817 | BIPublisher emply dir clean SO Fles ML
(*b)
Text
10312012 Not
r 9501 12616 |BIPublisher Archive TSN Files N i
bty
10312012 Acrobat  Not
r 9500 12615 |Process Scheduler SystemPurge J0SUETNE A0S LA
Text
r 9498 12807 | Comm Cnirl BudgetProcessor 10302012 gio pocted  Details
9.15:28PH
(*b)
Text
r 9497 12806 |Comm Crirl BudgetProcessor 10302012 gis pocted  Details
8:59:44PH
(*b)
Text
r 9496 12605 | Comm Crinl BudgetProcessor 10392012 gios Bogted  Details
BE04GPM (oo
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Step Action
21. The Report Manager - Administration page displays.

Click the Journal Entry Detail Report link to open the Journal Entry Detail
Report.
Wournal Entry Detail Reporf

Step Action

22. The Journal Entry Detail Report displays in a new window.
If desired, print the report using the internet browser options.

23. You have successfully completed the Running the Journal Entry Detail Report

topic.

You have learned how to:

- Enter process request parameters for the Journal Entry Detail report
- Generate and view the Journal Entry Detail report

End of Procedure.

Page 187




Training Guide (3( GEARS

Q General Enterprise And Resource Support

6.6 Running the Ledger vs. Journal Integrity Report

The Ledger vs. Journal Integrity report checks for any discrepancy between Ledger and Journal
tables within a specified period range.

After completing this topic, you will be able to:

o Create a new run control for the Ledger vs. Journal Integrity report
e Enter process request parameters
o Generate the Ledger vs. Journal Integrity report

Procedure

In this topic, you will run the Ledger vs. Journal Integrity report.

Step Action

1. Navigate to the Ledger vs. Journal Integrity Report page.

Click the General Ledger link.
[ General Ledger |

2. Click the General Reports link.
[General Reports |

3. Click the Ledger vs. Journal Integrity link.

Ledger vs Journal Integr@
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger vs Journal Integrity

ENewWindow ? Help B htip
Ledger vs. Journal Integrity
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Ledger vs. Journal Integrity search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Favorites

Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out
Ledger vs. Journal Integrity

FnewWindow ? Help B htip
Eind an Existing Vaive ) ([[FTEICIIETTRY

Run Control ID:|

ind an Existing Value | Add a New Value

Action

Enter the desired information into the Run Control ID field. For example, enter
"JRNLLEDGINT".
Click the Add button.
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Home | Workist | MufiChannelConsole | Addto Favortes | Signout
Favorites - Main Menu > General Ledger > General Reports » Ledger vs Journal Integrity
ENew Window ? Help [ Personalize Page &, hip
Ledger vs Journal Integrity Report
Run Control ID: RTR1.0.4 ReportMlanager  Process Monitor | RUD |
Language: English -

Report Request Parameters
“Unit: MDJUD @ “Ledger:

ACTUALS |@ *Fiscal Year:
From Period: 0 To Period: 0 [ Compare Foreign Currency Amt
¥ Compare Statistics Amount ™ Show Journals I~ Display Full Numeric Field
| Refresh
ChartField Selection First 1 1 07 1
Sequence ChartField Name Include CF Value To Value
r | a | aQ

| B save | [=) Notry |
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Step Action

7. The Ledger vs. Journal Integrity Report run control page displays.

The values for the Unit and the Ledger fields should default to "MDJUD" and
"ACTUALS".

ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger » GeneralReports » Ledger vs Journal Integrity
{0 New Window ? Help [ Personalize Page |2, hiip

Ledger vs Journal Integrity Report

Run Control ID: RTR.1.0.4 ReportManager  Process Monitor | RUM

Language: English hd

| Report Request Param

“unit: [MpJuD @ *Ledger: [AcTUALS @ “Fiscal Year: [
From Period: [ To Period: [ [¥ Compare Foreign Currency Amt
[ Compare Statistics Amount ™ Show Journals

I~ Display Full Numeric Field
Refresh

Sequence  ChartField Name Include CF Value

To Value

r | Q |

B save | ) Notify Ex Add Update/Display

Step Action

8. Enter the desired information into the Fiscal Year field. For example, enter "2013".
9. Enter the desired information into the From Period field. For example, enter "1".
10. Enter the desired information into the To Period field For example, enter "12".
11. Click the Show Journals option.
||_ Show Journals
12. Click the Compare Statistics Amount option.
| r Compare Statistics Amount
13. Click the Refresh button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > GeneralReports » Ledger vs Journal Integrity

ENew Window ? Help [ Personalize Page B htip =1
Ledger vs Journal Integrity Report

Run Control ID:  RTR.1.9.4 ReportManager  Process Monitor R4M

Language: English |=
Report Request Parameters
“Unit: upJuD|Q “Ledger: ACTUALS QU “Fiscal Year: 2013
From Period: 1 To Period: 12 ™ Compare Foreign Currency Amt

I” Compare Statistics Amount ¥ show Journals I Display Full Numeric Field
Refresh

Selection personaiize | Find | B | # rist K 46 0r 16 1 Last
ChartField Name Include CF  Value To Value

Program Cost Account = [

[

Fund Code

q

Account

T

Program

1

Appropriation Number

Appropriation Year

Batch Agency

Department

Project

Affiliate

Fund Affiliate

Operating Unit Affiliate

Book Code

£ P P PP A PSS PB SRS S

s P\ P|p|p| P PSS LB RIS S

ChartField
—
I
I
I
—
[—
I
—
—
I
—
—
—
—

oaoaoomfamina

Currency Code

Step

Action

14.

The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

4. Program

15.

Click the_ Save button.

16.

Click the Run button.
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger vs Journal Integrity

Enew Window ? Help [ Personalize Page & hiip

Process Scheduler Request

UserID: VF1 Run Control ID: RTR1.9.4
server Name: || NNERNENINNNE - Run Date: [10/21/2012 il
Recurrence: - Run Time: [10:56.27A1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
= Leagervs. Jmi Integrity Rpt GLS7010 SQR Report [weo =] [PoF =] Distriution
oK Cancel

Step Action

17. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.

18. The Ledger vs. Journal Integrity Report run control page.

Take note of the process instance number in the top right corner of the page.
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger vs Joumal Integrity

ENew Window ? Help [ Personalize Page & htip =

Ledger vs Journal Integrity Report

Run Control ID: RTR.1.9.4 Reporthianager  Process Monitor LaBRLc
Language: English =] Process Instance:12638
Report Request Parameters
“Unit: [mpJup @ “Ledger: ACTUALS | “Fiscal Year: [2013]
From Period: [ To Period: 12 I~ Compare Foreign Currency Amt
I compare Statistics Amount 7 show Journals I Display Full Numeric Field
| Refresh

ChartField First Kl 116 of 16 11 Last
Sequence ChartField Name Include CF  Value To Value
[ 2 |FundCode Fo a | o |E
[ 3 |Account | a | Q

Program ~ [ a | Q
[ | Project C a | Q
[ amiate ro a | Q
[ ] Fundafiliate C Q | Q
[ | |operating Unit Afiliate r [ a | Q
[ ] |BockCode - [ a | Q
[ ] cumency Code o a | Q
[ ] |Adjustment Type r [ a | aQ
[ ] statistics Code - [ a | Q
[ | Appropriation Number r [ Q | Q ]
[ Aopropnation Year - [ a | Q
[ |BatchAgeny o Q | Q
| e— I I =

Step Action

19. Click the Process Monitor link.

L

20. The Process Monitor - Process List page displays.

The process you ran is listed by process instance e number in the Process List
section.
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Favorites - Main Menu > General Ledger > GeneralReports » Ledger vs Journal Integrity

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

EMewWindow ? Help [& Personalize Page B} http

User ID|vP1 aQ Type | =] [Last =] [
Server =] Hame |

Run Status| =

10 [winutes =] Refresh

@ instance | [Main Conten]

Distribution Status ~| I save OnRefresh

Personaiize | Find | view 2| B | 3 Fiest B 43013 O st
Process Distribution . _
Select Instance Seq. Process Tyoe s User  RunDatellime Runstatus s Details
= 12639 Application Engine AP_PSTVCHR VP1 10/31/2012 10:59:30AM PDT Success Posted Details
= 12638 SQR Report GLS7010 VP1 10/31/2012 10:56:27AM PDT SBuccess Posted Details
[} 12637 Application Engine FS_BP VP 10/31/2012 10:52:48AM PDT Success Posted Details

Go back to Ledger vs. Journal Inteqrity
B save | (=] Hotity

Process List | Server List

Step Action
21.

Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.
- Refresh

22.

After the process runs successfully, click the Go back to Ledger vs. Journal
Integrity link.

|Gn backto Ledgervs. Journal Integr@
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Home:

| workist |

WuliChannel Console | Add to Favorites Sign out

Favorites

Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity

Ledger vs Journal Integrity Report

Run Control ID: RTR1.9.4

I =]
Report Request Parameters

MDJUD|@

Language:

*Unit:

From Period:

Report Manager

Process Monitor I

Run

ACTUALS @

“Ledger:

To Period:

*Fiscal Year:

2013

I New Window ? Help [ Personalize Page

L= -
2 nitp =

-

[~ Compare Statistics Amount

ChartField Selection

ChartField Name:
Program Cost Account
Fund Code

Account

Program

—

¥ Show Journals

Personaiize | Find

Include CF  Value

2l

oA E

™ Compare Foreign Currency Amt

™ Display Full Numeric Field
Refresh

To Value

[r

Fund Affiliate

Operating Unit Affiliate

Appropriation Number

Currency Code

Depariment

Affiliate

Adjustment Type

Batch Agency

Book Code

Appropriation Year

I

L LIRLLILLLILLLLLLLL
R LB LIL L LIL L LILLLLL

Oaoainanooiamnanm

Project

4

Step

Action

23.

The Ledger vs. Journal Integrity Report run control page displays.

Click the Report Manager link to retrieve the report.

WutiChannel Console

Home |

Workist | /Add to Favorites Sigr

Favorites = Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity

ENewwindow ? Help [ Personalize Page

' Explorer | Administration " Archives
View Reports For
Foider: NN =]  nsance: o:  Refresn |
Name: Created On:| [ [Last =l 1 [pays =]

Personaize | Find |\

Complet Report Process
o et e Date/Time D Instance
1 Report

Go back to Ledger vs. Journal Inteqrity
2 save

List| Explorer | Administration | Archives

n out

http
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Step Action

24, The Report Manager - List page displays.

Click the Administration tab.
| Adrinistration |

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favortes - Man Menu > General Ledger > General Reports » Ledger vs Joumnal Integrity
Enewwindow 7 Help [ Personalizs Page B nitp =
List Explorer Administration Archives
View Reporis For
User ID: [vP1 Type: [N = [ st - 1 Days - Refresh
status: | =1 Folder| =] mstance: | to: |
Personaiize | Find | viv 21| B | irst £ 1-20 0720 1 Last
Report Pres L Request
Select D e Description Date/Time Format Status Details
Text
r 9516 12639  PSIAP Voucher Posting 112012 s posted Details
10:59:33AM
bty
103172012 Acrobat
Ledger vs. Jml Inteqrity Rpt : ) Details
- 9515 12638 | Ledgervs Jmlinteqrity Rpt 00agr Cpan |Posted Delalls
Text
r 0514 12637 Comm. Crifl BudgetProcessor | 10312012 moe posted  Details
10525280 oo
103172012 Acrobat
Ledger vs. Jml Inteqrity Rpt . Details
r 9512 12635 |Ledgervs. Jmlintearity Rpt 10305980 (- pan |POsted  Detalls
103172012 Acrobat
Journal Entry Detail Report - Details
r 9541 12634 | Joumal Eniry Detail Report 1027 aAN Cpa |Posted Delalls
103112012 Acrobat
r 9510 12633 | Joural Enirv Detail Report 10153000 (opan |Posted  Delalls
1083172012 Acrobat
Ledaer Actvity with Atiibute Details I
r 9509 12632 | Ledger Actvitywith Afiribute gus43AN (pan |POsted Detalls
103172012 Acrobat
ger Actvity with £ .
r 9508 12631 |Ledger Actvity with Attribute 03053 (pun |POsted Detalls
R 103172012 Acrobat
Ledger Activity with Attribute Details
r 9507 12630 | Ledger Adtvity with Aftribute oarasAn pan |Posted Delalls
103112012 Acrobat
r 9506 12620 | General Ledger Actitv Report o2300AN (optn |Posted Delalls
1083172012 Acrobat
General Ledger Actity Report Details
r 9505 12628  General Ledger Acthity Report 010124 (pan |Posted  Detalls
Text
103112012 Not
- 9502 12617 |BIPublisher empty dir clean 231044 [F,u;‘s) Posted
Text
10812012 | & Not
r 9501 12616 Bl Publisher Archive oo Files |30
(*ba)
r 950012615 Process Scheduler System Purge oo lo0 2 Acobat ot -

Step Action

25. The Report Manager - Administration page displays.

Click the Ledger vs. Jrnl Integrity Rpt link to open the Ledger vs. Journal
Integrity Report.
ILedger vs. Jrnl Integrity Rpy
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Step Action

26. The Ledger vs. Journal Integrity Report displays in a new window.

Print the report using the internet browser options, if desired.

217. You have successfully completed the Running the Ledger vs. Journal Integrity
Report topic.

You have learned how to:
- Run the Ledger vs. Journal Integrity report
End of Procedure.
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6.7 Running the Trial Balance Report
The Trial Balance report displays the ending ledger balances for the specified year and period by
Chartfield combination. Also displays subtotals by Chartfield. Prints a final total for debits and
credits.
After completing this topic, you will be able to:

o Create a new run control for the Trial Balance report

o Enter process request parameters
o Generate the Trial Balance report

Procedure

In this topic, you will run the Trial Balance report.

Step Action

1. Navigate to the Trial Balance page.

Click the General Ledger link.
|- General Ledger |

2. Click the General Reports link.
General Reports

3. Click the Trial Balance link.

rial Balance

Page 199



Training Guide

ORACLE

68GEARS

General Enterprise And Resource Support

Favorites - Main Menu > General Ledger > General Reports » Trial Balnce

Trial Balance

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

0 New Window  ? Help B http

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Trial Balance search page displays.

| Add a New Value |

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Trial Balnce

0 New Window  ? Help B http

Trial Balance

[ Find an Existing Value MdaNEdellE

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

5. The Add a new Value page displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "TRIALBAL".

6. Click the A_dd button.
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

& New Window ? Help & http

Trial Balance Report

Run Control ID: ~ RTR.1.9.7 ReportManager  Process Monitor Bt

Language: English

Unit: [moJup Q “Ledger: [rcTUALS @ [ Include Adjustment Perio
Fiscal Year: | Period: ]
Currency Option: [Base &1 Currency: [ &

™ Display Full Numeric Field

Sequence  ChartField Name Include CF Deser  Subtotal  Value To Value

] r r | Q | Q
B save | [=] Notify B Add Update/Display
Step Action
7. The Trial Balance Report run control page displays.
Verify that the Unit defaults to "MDJUD" and the Ledger field defaults to
"ACTUALS".
Enter the desired information into the Fiscal Year field. For example, enter "2013".
Enter the desired information into the Period field. For example, enter "4".
10. Click the Refresh button.
11. Click the Include CF option for the Program
12. Click the Include CF option for the Fund Code Chartfield.
13. Click the Include CF option for the Account Chartfield.
14, Click the Include CF option for the Appropriation Year Chartfield.
15. You can sub-total the report by one of the Chartfields selected.

Click the Subtotal option for the appropriate Chartfield.

Page 202



\{@® Training Guide
Qéﬁ GEARS

General Enterprise And Resource Support

Step Action

16. Click the Save button.

17. Click the Run button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Trial Balnce
& New Window ? Help [& Personalize Page [ hiip
Process Scheduler Request
User ID: VP1 Run Control ID: RTR.1.9.7
server Name: | |SENENNERINNN - Run Date: [10/21/2012 [
Recurrence: - Run Time:|7:17:00P Resetto Current Date/Time
Time Zone: a
P Prot
Select Description Process Name Process Type Type *Format
= Trial Balance Report GLS7012 SQR Report [weo =] [PoF =] Distriution
oK Cancel
« »

Step Action

18. The Process Scheduler Request page displays.
Accept all values on the page.

Click the OK button.

19. The Trial Balance Report run control page displays.

Take note of the Process Instance number in the top right corner of the page.
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Favorites - Main Menu > General Ledger > General Reports » Trial Balnce

Trial Balance Report

Worklist |

Home |

MultiChannel Console | Addto Favorites | Sign out

ENew Window ? Help [ Personalize Page & htip =)

Run Control ID:  RTR.1.9.7 Report Wanager Process Monitor
Language: [English =] Process Instance:12732

Report Request Parameters

Unit: Moo e “Ledger: [acTuALs @

Fiscal Year: I Period: 4

Currency Option: ET | Currency: [

™ Display Full Numeric Field

ChartField Selection

Sequence ChartField Name Include CF Descr Subtotal  Value To Value

[ 1 Program CostAccount 2 mf ~ [ a | Q
[ 2 FundCode = r r [ a | Q
[ 3 Account 2 mf r [ a | Q
[ 4 Appropriation Year = r r [ a | Q
[ | Project r r | a | (e}
[ filiste r r r | Q | Q
[ FundAffiliate r - - [ Q | Q
[ | Deparment r r r | a | Q
[ | Operating Unit Afiiate r mf r [ a | Q o
[ | BookCode r r | Q | Q
[ | AdustmentType r r r | a | Q
[ Progam r - | Q | Q
|| Appropriation Number r m| m| | a | Q

Step

Action

20.

Click the Process Monitor link.

Process Monito

Favorites ~ Main Menu > General Ledger > GeneralReports > Trial Balance

~ Server List |

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

ENewWindow ? Help [5 Personalize Page Bl hitp

Type | = rast

Hame Q

Process List

Select Instance Seq. Process Type Run Date/Time

= 1273 SQR Report GLS7012 VP1

Instance to
Distribution Status ~| [ save OnRefresh

Personalize | Find |

10/31/2012 711:33PM PDT

[ 10

[minutes =]

| Refresh |

Fist K1 12012 O Last

Distribution .
Bun Status g0 Details
Success Posted Details

Go back to Trial Balance
|2 save | [ Hotity

Process List | Server List
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Step Action

21. The Process Monitor - Process List page displays.

The process you ran is listed by process instance humber in the Process List section.

22, Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.

Refresh

23. After the process has run successfully, click the Go back to Trial Balance link.

|GG backto Trial Balance

24, The Trial Balance Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manager

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > GeneralLedger > General Reports » Trial Balnce

Enewwindow ? Help [ Personalize Page % ntp

m Explorer | Administration " Archives

View Reports For
Folder: [FSNNRRRRNN =]  1nstance: o0 Refresh
Name: Created On:| [ [Last =l 1 [pays =]

Personalize | Find | View AITEV | 3 Fiee K1 gor4 0 Lost

Report Report Folder Name

1 Report

Go back to Trial Balance
B save
List| Explorer | Administration | Archives

Step Action

25. The Report Manager - List page displays.

Click the Administration tab.
| Administration |
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ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Tral Balance

EMewWindow ? Help [& Personalize Page B} hitp

List Explorer Administration Archives

View Reports For
User ID: [vP1 Type: [ ~ | [ =t - 1 Days - _ Refresh

statws: | =l Foider| =] mstance: | to: |

Fist 1 1500778 O
103112012 Acrobat

r 9589 12731 |Trial Balance Report Thisam e |Posted  Detals
10312012 Acrobat
General Ledger summary Dtails o
r 9588 12730 |General Ledger Summa Sbigom e |Posted Detalls
Text
r 9587 12729 |Emall 10312012 Gjs  |posted  Details
B5T1EPN
o)
103112012 Acrobat
r 9586 12728 |Vendor Conlract DispalchPint (343 fepys ey |PoSted  Detals
Text
r 0585 12727 |Email 103202 Lo Posted  Details
BETIBPH -
bty
) 102112012 Acrobat
Vendor Contract Dispateh/Print Details
r 9584 12726 |Vendor Contract DispatenPrint | (93V201E £900S" |Posted  Detals
102172012 Acrobat
General L edger Summary ! Details
9583 12724 |General Ledger Summa oy s (posted Details
Text
r 0561 12722 DocumentTolerance Checking | 10372012 miee posted  Details
534:25PN
(*b)
10312012 Acrobat
InterUnit Activity Report ! Details
r 9580 12721 |nterUnitActiiy Report Shazoms o [Posted Dstalls
Text
r 9573 12720 |Comm.CmilBudgstProcessor | 109020'2 fjes  posted  Details
CE P
Text
r 9578 12719 | Comm. Crifl BudeetProcessor | 1032012 e posted  Details
s2T12PM oo
Text
r 9576 12717 Comm Cril BudgetProcessor | 99 V2012 Goe Posted  Details
s2aszPM | lon

Step Action

26. The Report Manager - Administration page displays.

Click the Trial Balance Report link to open the Trial Balance Report.
|Tria| Balance Rennrt|

creTo12 Page No. 1
MDJUD--Administrative Office of Court Bua Date 10/31/2012
- Actuals Ledger Bun Time 19:17:34
ond Peried 4

Base Currency: UED
=y Pend hecoune Azprep Yr Cragse

o001 2001 w2013 =)

202 usD

2151 usD

2102 ueD

oons  2e02 e

2102 =1

oom1 7540 uED
w2013 uED

ooz ool o101 ar2013 uED
2001 ar2013 uED

Tesal

ooooa  ooo1  7E03 usD

ooosa ooes 2001 w2013 usD

0306 3037 saoy ar012 e
2001 ar2012 =1

Total for PCA 00306

11 ool sez3 w2013 ueD
60001 ool pesl w2013 ueD
anes oo o0l w2013 usD
Doooe  oool  e1oL #2013 ueD
2201 ar2013 usD
Y ar2013 usD
1 for Pon
Goses  ooos  oemz 2013 e
2200 2013 e
Y ar2013 =1
Total for BOA G0Bds 22,000.00
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Step Action

27. The Trial Balance Report displays in a new window.

Print the report using the internet browser options, if desired.

28. You have successfully completed the Running the Trial Balance Report topic.

You have learned how to:
- Run the Trial Balance report
End of Procedure.
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6.8 Running the Standard Journals Report
The Standard Journals report lists standard journal entries and their status.

After completing this topic, you will be able to:

e Create a new run control for the Standard Journals report
o Enter process request parameters
e Generate the Standard Journals report

Procedure

In this topic, you will run the Standard Journals report.

Step Action

1. Navigate to the Standard Journals page.

Click the General Ledger link.
|- General Ledger |

2. Click the General Reports link.
General Reports

3. Click the Standard Journals link.
|Standard Journals]

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Standard Journals

&5 New Window ? Help . http
Standard Journals
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ T an Bizing v TR

Run Control ID: [ begins with =] |

[” Case Sensitive

Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

4, The Standard Journals search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > General Ledger > General Reports > Standard Journals
& NewWindow 7 Help B nttp

Standard Journals

Find an Existing Value .’ Add & New Valu .‘

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

5. The Add a New Value tab displays.
Enter the desired information into the Run Control ID field. For example, enter
"SJE".
6. Click the Add button.
Add
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports > Standard Journals

Enew Window ? Help [ Personalize Page & hiip

Standard Journals Report

Run Control ID:  RTR.1.9.5 ReportManager  Process Monitor L.-RY.E

Language: English =

Unit: MDJUD Q
SJEID: Q

Journal: Q
From Date: [
To Date: [

5 save [=] Notify Er Add Update/Display

Step

Action

The Standard Journals Report run control page displays.

Verify that the Unit field displays "MDJUD".

Enter the Standard journal Entry ID into the SJE ID field.

Enter the Journal ID into the Journal field.

10.

Clic
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ORACLE
Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports » Standard Journals

Enew Window ? Help [ Personalize Page & hiip

Process Scheduler Request

UserID: VF1 Run Control ID: RTR.1.0.5
server Name: || NNERNENINNNE - Run Date: [10/21/2012 il
Recurrence: - Run Time: [3:41:30P1 | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
I Standard Journal Entry Status GLS7001 SQR Report [weo =] [PoF =] Distriution
oK Cancel

Step Action

11. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.

12. The Standard Journal Report run control page displays.

Take note of the process instance number displayed in the top right corner of the
page.
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ORACH

WultiChannel Console Add to Favorites Sign out

Favorites = Main Menu > General Ledger > General Reports » Standard Journals

& New Window ? Help [& Personalize Page Bl hiip

nEn

Standard Journals Report

Run Control ID: RTR.1.9.5 ReportManager  Process Monitor L2208
Language: English =] Process Instance:12692
Report Request Parameters
Unit: MDJUD Q
SJUEID: [FOSTAGE /@ POSTAGE SJE

Journal: POSTAGE1 |Q

From Date: [
To Date: [

| save | [=) oty | B Aaa |

Step Action

13. Click the Process Monitor link.

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites  Main Menu > General Ledger > General Reports > Standard Journals

ENewWindow ? Help [& Personalize Page B\ hitp

Server List

user ID[vP1 aQ Type | o [Last =l [ 5 [wnues =] | Refesh

Server =l Hame | @ Instance o
Run Status) - Distribution Status ~| [ save OnRefresh

Process List Personaize | Find | View A1 | Frst Kl 1071 O Last
Process . Distribution .

Select Instance Seq. Process Type — ser Run Date/Time Run Status Sons Details

F 12892 SOR Report GLS7001 VP1  10/31/2012 34130PMPDT  Success  Posted  Defalls

Go back to Standard Journals
|2 save | [ hotity

Process List | Server List

Page 212



Q?Q GEARS Training Guide

General Enterprise And Resource Support

Step Action

14. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites . Main Menu > GeneralLedger > General Reports > Standard Journals
ENewwingow ? Help [& Personalize Page B ntp
Server List
user ID[vP1 aQ Type | o [Last =l [ 5 [minmes = Refresh
Server =l Hame | @ Instance | to |
RunStatus] =]  Distribution Status [ =] I Save OnRelresh
Personaize | Find | View A1l B | B First Kl 4 op1 O Lot
[} 12692 ‘ SQR Report :ﬂ\;;m ; 10/31/2012 3:41:30PM PDT Success ﬁ:‘:ﬂ @
Go back to Standard Journals
B save =] Motify
Process List | Server List
« »
Step Action
15. If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.
Refresh
16. Click the Go back to Standard Journals link.
|Gn back to Standard Journals
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Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > General Ledger > General Reports > Standard Joumals
EMewWindow ? Help [& Personalize Page Bl http

Standard Journals Report

Run Control ID:  RTR1.9.5 Report Wanager  Process Monitor | RN

Language: ~|

Report Request Parameters

unit: Mosn e

SJEID: [POSTAGE @ POSTAGESUE
Joumak: POSTAGET |Q

From Date: )
To Date: [

/B save &\ Retumto Search | (=] Notity | EE

Step Action
17. The Standard Journals Report run control page displays.

Click the Report Manager link.

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Favorites  Main Menu > General Ledger > General Reports > Standard Journals
ENewWindow ? Help [ Personalize Page ) hitp

' Explorer | Administration " Archives

View Reports For
Folder: | MININININONE ~ |  instance: to | Refresh |
Name: Created On:| [ [Last I N T
Personsiize | Find |
" Complei Report Process
Beport Report T DatefTime D Instance
1 Report

Go back to Standard Journals

@ save

List| Explorer | Administration | Archives
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Step Action

18. The Report Manager - List page displays.

Click the Administration tab.
| Adrinistration |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Standard Journals

Enewwindow 7 Help [ Personalize Page 5 nitp =
List ( Explorer | L C ) Archives

View Reports For
User ID: [vP1 Type: [N = [ st - 1 Days - Refresh
status: | =1 Folder| =] mstance: | to: |
Personalize | Find | View A | E First ) 150 0f 51 I Last
Report Pres L Request .
Select D e Description Date/Time Format Status Details
Text
r 9554 12680 | Standard Joumnal Entry 10312002 G posted  Details
$2055PU s —]
Text
r 0553 12688 AP MATCH 10312002 Lo Posted  Details
316:41PM
bty
Text
r 9552 12687 |Comm.CmiBudgstProcessor | 100V20'2 fjes  posted | Details
sieaeu [
Text
r 0551 12686 |PSIGL Online Joumnal Edit 10312012 G posted  Details
stoareu LS

Step Action

19. The Report Manager - Administration page displays.

Click the Standard Journal Entry link to open the Standard Journal Entry
Report.

!Standard Journal Entr'.f!
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Beport 0. GLETOD1
Bus. Usit: MDJUD--Administrstive Office of Court
For the pericd 01/01/1800 through 10/31/2012
£7% 0. RosTAGER

Journal ID. BOSTAGELE

Peoplagost GL
ETANDARD JOURNAL ENTRIES STATUE

S
Bua Date 10/31/3012
Bun Time 16:21.E1

EJE 1D, POSTAGE ___POSTAGE EJE

£JE Detasl 1 - POSTAGE EJE
Active Type. Pecurring
0000000329 Date. 10/32/2002
al. POSTRGEL Allow Change: TYes

on Lead Days: 0

Unpoat.

0

Step Action

20. The Standard Journal Entries Report displays in a new window.

Print the report using the internet browser options, if desired.

21. You have successfully completed the Running the Standard Journals Report topic.

You have learned how to:

End of Procedure.

- Run the Standard Journals report
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6.9 Running the General Ledger Summary Report
The General Ledger Summary report summarizes journal totals within a ledger by Chartfield.

After completing this topic, you will be able to:

e Create a new run control for the General Ledger Summary report
o Enter process request parameters
e Generate the General Ledger Summary report

Procedure

In this topic, you will run the General Ledger Summary report.

Step Action

1. Navigate to the General Ledger Summary page.

Click the General Ledger link.
|- General Ledger |

2. Click the General Reports link.
3. Click the Ledger Summary link.

|Ledger Summag

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Ledger Summary

&5 New Window ? Help . http
General Ledger Summary
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ [ an Bizing v TR TG

Run Control ID: [ begins with =] |

[” Case Sensitive

Search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Page 217



Training Guide A*GEARS

{:} General Enterprise And Resource Support

Step Action

4, The General Ledger Summary run control search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
Click the Add a New Value tab.
| Add a New Value |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Summary
@ New Window ? Help &, http

General Ledger Summary

Find an Existing Value

Step Action

5. The Add a New Value page displays.

Enter the desired information into the Run Control ID field.

6. Click the Add button.
Add
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

| Ledger > General Reports > Ledger Summary s o
Ledger Summary Report
Unit: . [moaupia, Ledger: [acTUALS @ Currency Code: lusplay
Fiscal Year: ] To Period: ]
Sequence ChartfField Name L I'i CF Value Q
5 save [=] Notify Er Add Update/Display
Step Action
7. The Ledger Summary Report run control page displays.
The values for the Unit and the Ledger field default to "MDJUD" and
"ACTUALS". The Currency Code defaults to "USD".
Enter the desired information into the Fiscal Year field. For example, enter "2013".
Enter the desired information into the To Period field. For example, enter "4".
10. Click the Refresh button.
11. The Chartfield Selection section displays.
Click the Include CF options for the following Chartfield values:
1. Program Cost Account
2. Fund Code
3. Account
4. Appropriation Number
12. Click the Save button.
13. Click the Run button.
Run
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ORACLE "
Favorites  Main Menu > General Ledger > General Reports > Ledger Summary e e
I
Process Scheduler Request
server Name: [N =] Run Date:[10312012 |3
Recurrence:[ 5] Run Time:[55144PM | | Resetto GumentDale/Time |
TimeZone:|  |Q
I General Ledger Summary GLS7003 SuRReoo: F:;Ln ;||PT =] Distribution
Step Action
14. The Process Scheduler Request page displays.
Accept values on this page.
Click the OK button.
15. Take note of the process instance number in the top right corner of the page.
Click the Process Monitor link.
Frocess Monito
16. The Process Monitor - Process List page displays.

The process you ran displays in the by process instance number in the Process List
section.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > GeneralReports » Ledger Summary

EMewWindow ? Help [& Personalize Page B} http

User ID|VP1 aQ Type | =] [Last =] [ 5 [Winutes =] Refresh
Server =] Hame | Q Instance | to |

Run Status| = Distribution Status =| I save OnRefresh

personaiize | Find | vievs 20| B | B frat K 4505 1 Last

Select Instance Seq. Process Type ProcessHome User  Run DotelTime RunStatus  gopnc "o Details
F 12730 SQR Report 6LS7003 VP1  |10/31/2012 6:51:44PM PDT Queued NiA Details
= 12720 Application Engine PO_CON_EMAIL'VP1 | 10/31/2012 6:51:10PM PDT Success  Posted  Details
= 12728 SOR Report POCNT{00  [VP1 | 10/312012 6:51:10PM PDT Success  |Posted  Details
F 12725 PSJob CONDISP VP1 103172012 E:51:10PW PDT Success  Postng  Details
= 12724 SQR Report 6L87003 VP1 1003112012 6:47:03FM PDT Success  Posted  Details

Go back to General Ledger Summary
B save | [Z] Hotify

Process List | Server List

Step Action

17. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.

18. After the process has run successfully, click the Go back to General Ledger
Summary link.

|Gn backto General Ledger Summag_d

19. The Ledger Summary Report run control page displays.

Click the Report Manager link to retrieve the report.

Feport Manager
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Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Summary

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For
Folder: [JRENRERRIRRIONE =]  instance: to: | Refresh
Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
e Completion  Report Process
Report Report Description Eolder Name -
Report Report Desoription Folder ame T - Ermo
1 Report

Go back to General Ledger Summary

B Save |

List | Explorer | Administration | Archives

Step Action

20. The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites  Main Menu > General Ledger > General Reports > Ledger Summary
EMewWindow ? Help [& Personalize Page B} hitp
Uist | Explorer [ L Archives
View Reports For
UserID: Jvp1 Type: [ ~ | [ =t - 1 Days -
status: | = Folder| | [
Report Pres o
Select D e Description Format  Status
1003172012 Acrobat
r 9588 12730 | General Ledger Summary 45150P1  (pany |Postad Delails ]
Text
r 0587 12720 |Email 103202 Lo Posted  Details
5:51:16PM
bty
) 1003172012 Acrobat
Vendor Conlract Dispatcn/Print Details
r 9586 12728 |Vendor Contract DispatenPrint | (#3V201E £E00S" |Posted  Detals
Text
r 0565 12727 | Email 10BN G posted  Details
5:51-16PN
(*ba)
1003172012 Acrobat
r 9584 12726 |Vendor Contract DISPatchPrint g2 fepis (spepy |POSted  Detals
1003172012 Acrobat
General Ledger Summary Detalls
9583 12724 | General Ledger Summay Guv0sPl  Cpuy |Pested Detals
Text
r 9561 12722 |DocumentTolerance Checking | 100020'2 Files  |Posted  Detals
5:34.25PM
o)
1003172012 Acrobat
r 9580 12721 |nterUnit Acivity Report s3308P  (pan |Posted Details
Text
r 9579 12720 Comm Cril BudgetProcessor | 09 V2012 oo Posted  Details
5:30:44PN
bty
Text
r 9578 12719 |Comm.Cmi BudgstProcessor | 105120'2 fjes  posted | Details
527-12PN
.0
Text
r 9576 12717 |Comm.CmilBudgstProcessor | 10oN2C'? Files  Posted  Details
524521
o)
1003172012 Acrobat
r 9575 12716 |nterUnit Acivity Report 5230P4  (pay |Posted Details
Text
C 9574 12715 AP MATCH 1003172012 Fjes  |posted  Detail =
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Step Action

21. The Report Manager - Administration page displays.

Click the General Ledger Summary link to open the General Ledger Summary
Report.
|Genera| Ledger Eummar'r'|

PecpleSoft GL
LEDGER STMMARY

Fage ¥o. 1
Sce of Court Run Date 10/21/2012
Run Time 18:52416

g Line PCA Pund  Account Beprep Ve Currency Debic Ceedit Balance

1 obooz  oom  o1oL ar2013 ©ED
2 ooooe vED

.00
16,000 00
16,000 00

1 opae 3037 oaoy o1z e 1,500.72 000

1 1mn o ez o e 5,000.00 0.00

v
1 moies  ooos o701 o1 e 5,000.00 000
usp

eginning e .00
Tofal Activity: 5.000.00

Step Action

22. The General Ledger Summary report opens in a new window.

Print the report using the internet browser options, if desired.

23. You have successfully completed the Running the General Ledger Summary Report
topic.

You have learned how to:
- Run the General Ledger Summary report
End of Procedure.
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6.10 Running the Journal Entry with Attributes Report

The Journal Entry with Attributes report lists all journal entries and the corresponding
chartfield attributes that were entered in the system for a business unit and ledger within the date
range specified.

After completing this topic, you will be able to:

o Create a new run control for the Journal Entry with Attributes report
o Enter process request parameters
e Generate the Journal Entry with Attributes report

Procedure

In this topic, you will run the Journal Entry with Attributes report.

Step Action

1. Navigate to the Journal Entry with Attributes page.

Click the General Ledger link.
[i- General Ledged

2. Click the General Reports link.
|General Reports |
3. Click the Journal Entry with Attributes link.

]gnu rnal Entry with Attri hutes]
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ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Entry with Attributes
FNewWindow ? Help B htip

Journal Entry With Attributes

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

~ Search Criteria

Search by: Run Control ID begins with|RTR.1.9.9

[” Case Sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

Step Action

4, The Journal Entry with Attributes search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > General Ledger > General Reports > Journal Entry with Attributes
0 New Window  ? Help B nttp

Journal Entry With Attributes

Find an Existing Value MdaNEdellE

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

5. Enter the desired information into the Run Control ID field.
6. Click the Add button.
Add
7. The Journal Entry with Attributes Report run control page displays.

The values for the Unit, Ledger Group and Ledger fields should default to
"MDJUD" and "ACTUALS".
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Entry with Attributes

EnNew Window ? Help [ Personalize Page & hiip

Journal Entry with Attributes Report

Run Control ID:  RTR.1.9.9 ReportManager  Process Monitor - R4M

Language: -

Unit: MDJUD Q

Ledger Group: ACTUALS @ Ledger: ACTUALS  |Q,

source: [ T Journal ID: ]

From Date: T m To Date: =\

Journal Status: [ |

[¥ show Description on Report ™ show Statistics Amount I Display Full Numeric Field

Refresh

Personaiize | Find | B | 3 First K1 4071 0 ast

Sequence ChartField Hame Include CF Value
] r . a
B save Ex Add Update/Display

Step Action

8. Click the Journal Status list and select the Posted (by journal dates) list item.

| =

9. Click the Ref_resh button.

10. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

4. Appropriation Year

11. Click the Save button.

12. Click the Run button.
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Process Scheduler Request

UserID: VP1 Run Control ID: RTR 199

é@GEARS

General Enterprise And Resource Support

dist | MuttiChannel Console |  Addto Favorites |  Sign out

Enew Window ? Help [ Personalize Page & hiip

server Name: || NNERNENINNNE - Run Date: [11/01/2012 il

Recurrence: - Run Time: [8:55:32AM | ResettoCurrentDate/Time |

Time Zone: Q
Select Description Process Name Process Type Type *Format is tributic
= Joumnal Entry Dtl Rep wiAttrio FIN2005 SQR Report [weo =] [PoF =] Distriution
oK Cancel

Step

Action

13.

The Process Scheduler Request page displays.

Accept the defaulted fields on this page.

Click the O_K button.
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ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Joumnal Entry with Attributes

ENew Window ? Help [ Personalize Page B htip =}

Journal Entry with Attributes Report

Run ControlID:  RTR1.9.9 ReportManager  Process Monitor (Lo RUM ¢

Language:  [Engiisn =] Process Instance:12744

Unit: Moo a

Ledger Group: [acTUALS @ Ledger: [AcTUALs ™ @

source: [ T Journal ID: ]

From Date: T m To Date: =\

Journal Status: [Posted (byjournal dates) =]

[ show Description on Report I show statistics Amount I Display Full Numeric Field

Refiesh
Personaize | Find | B | 7 Frst £ 124 0r 24 1 Last
Sequence ChartField Hame Include CF  Value
[ 1 Program CostAccount 2 I - N
[ 2 FundCode I &
[ 3 Account " e
[ 4 Appropriation Year 2 T a
T cakgoy r [ a
[ Subcategory r [ A& ]
[ | |Batch Agency r &
T Deparment r [ a
[ | mliste r T
[ FundAfiiliate - & |
[ | Program r A
Step Action
14. Take note of the Process Instance humber in the top right corner of the page.

Click the Process Monitor link.
Process Monito

15. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

16. If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites ~ Main Menu > General Ledger > General Reports » Journal Entry with Attrbutes

EMewWindow ? Help [& Personalize Page B} http

User ID|VP1 Q Type [ =] [Last = [ 10 [winutes =] Refresh
Server =] Hame Q@ Instance to
Run Status| = Distribution Status =| I save OnRefresh

personaiize | Find | vievs 20 | B | B Frat Kl qorq O st

Process Distribution _
Select Instance Seq. Process Type Name USsSr  BunDatelTime RunStatus g0 Details
12744 SQR Report FIN2005 VP1 11/01/2012 §:55:32AM POT Success Posted Details

Go back to Journal Entry With Attributes
& save [Z] Notify

Process List| Server List

Step Action

17. Click the Go back to Journal Entry With Attributes link.
[Go back to Journal Entry With Attributes|

18. The Journal Entry with Attributes Report run control page displays.

Click the Report Manager link to retrieve the report.
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Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites = Mai Menu > General Ledger > General Reports » Journal Entry with Attrbutes

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For

EIET o e— tor  Refiesh

Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
. Completion  Report Process
Report Report Description Eolder Name i
Report Report Description Folder Name e 5 Fapr
1 Report

Go back to Journal Entry With Attributes

B Save |

List | Explorer | Administration | Archives

Step Action

19. The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites - Main Menu > General Ledger > General Reports > Journal Entry with Attrbutes
EMewWindow ? Help [& Personalize Page B} hitp
SE=TCa Adminisirati Archives
View Reports For
User ID: Jvp1 Type: [ ~ | [ -t - 1 Days -
status: | ~) ) [
Select Beport Pres e qeription Format Status
D stance
110172012 Acrobat
r 8596 12744 | Joumal Enirv Dii Rep wiAfirio g5541AM (optn |Posted Delalls N
110172012 Acrobat
Journal Entry Dt Rep wittrio Details
r 9595 12743 | Joumnal Entry Dl Rep wiAfirio gUaT4TAN (pun |POsted Dealls
Text
11012012 Not
r 9594 12742  BIPublisher empty dir clzan Shyeiay Fles DO
)
Text
1otz | L Not
r 9593 12741 Bl Publisher Archive e Files RO
(*.b)
11012012 | Acrobat | Not
r 9592 12740 |Process Scheduler SYStemPurGe |5 57l pine | paciog
103172012 Acrobat
Journal Entry Dt Rep wittrio Details
r 9591 12733 | Joumnal Entry Dl Rep wiAfirio 73150PM  ¢pap  |Posted  Detalls
) 103172012 Acrobat
Tiisl Balance Report Details
r 9500 12732  Trial Balance Report TAr0spl cpan |Posted Detalls
103112012 Acrobat
r 9589 12731 | Irisl Balance Report 74134PM  (pan  |Posted Delails
1083172012 Acrobat
General Ledasr Summary Details
r 9588 12730 | General Ledger Summar GB150PM (pan |POsted Detals
Text
r 9587 12729 |Email 10312012 Gjs  |posted  Details
55116PM
)
10312012 Acrobat
r 8586 12728  Vendor Conirac DispatchPrint §5116PM (opan |Posted Delalls
Text
r 0565 12727 | Email 10BN G posted  Details
&:51.16PH
(*.bd)
1083172012 Acrobat
Vendor Contract Dispatch/Print Details
r 9584 12726  Vencor Contract Dispatcn/Print GB116PM (pan |POsted  Defalls
9583 12724  General Ledger Summary 1012012 AGOBE | posted  Details -
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Step Action

20. The Report Manager - Administration page displays.

Click the Journal Entry Dtl Rep w/Attrib link to open the Journal Entry Detail
Report with Attribute.

Hournal Entry Dil Rep wiktrib|

:::::

Step Action

21. The Journal Entry with Chartfield Attributes Report displays in a new window.

Print the report, if desired.

22. You have successfully completed the Running the Journal Entry with Attributes
Report topic.

You have learned how to:
- Run the Journal Entry with Attributes report
End of Procedure.
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6.11 Running the Journal Line/Accounting Reconciliation Report
The Journal Line / Accounting Reconciliation report compares journal entry lines in General

Ledger with accounting entries in the originating sub-module (e.g., Payables, Accounts
Receivable or Billing).
After completing this topic, you will be able to:

o Create a new run control for the Journal Line / Accounting Reconciliation report

o Enter process request parameters
e Generate the Journal Line / Accounting Reconciliation report

Procedure

In this topic, you will run the Journal Line / Accounting Reconciliation report.

Step Action

1. Navigate to the Journal Line/Acctg Reconil page.

Click the General Ledger link.
[l General Ledger]

2. Click the General Reports link.
| General Reports|
3. Click the Journal Line/Acctg Reconcil link.

]gnurnal Ling/Acctg Reconcil]
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Favorites = Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

Journal Line/Acctg Reconcil

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

¥+ GEARS

(:) General Enterprise And Resource Support

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

0 New Window  ? Help B nttp

~ Search Criteria

Run Control ID:[ begins with =] |

I” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

[Main Content]

Step

Action

The Journal Line/Acctg Reconcil search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.

| Add a New Value |
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Favorites

Home | Workist | MuliChannel Console | Addto Favorites |

Sign out
Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

A New Window ? Help B hitp

nEn

Journal Line/Acctg Reconcil

Find an Existing Value Add aNew Value

Run Control ID:|

Find an Existing Value | Add a New Value

Step Action

5. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field.

6. Click the Add button.

Favorites

Home | Workist | MuliChannel Console | Addto Favorites |

Sign out
Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

EnNew Window ? Help [ Personalize Page & hip

Journal Line/Accounting Entry Reconciliation Report

Run Control ID:  RTR.1.9.10

Repothianager  Process onitor | RUM|
Language: =]
“Unit: WD Q@
“Ledger: [acTuas Journal Status:
*Accounting Definition: [ e Journal ID: [ e
+Fiscal Year: [ I~ Include Adjustment Period
“From Period: I *To Period: [ 12

| Refresh |

ChartField Selection

Sequence  ChartField Name Include CF Descr  Value

[ r r |

To Value

a | Q

| @ save | [=) Notry | |Er ada| | 7] pdatemispiay |
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Step Action

7. The Journal Line/Accounting Entry Reconciliation Report run control page
displays.
The values for the Unit and the Ledger fields should default to "MDJUD" and
"ACTUALS".

8. Enter the desired information into the Accounting Definition field. For example,
enter "APDEFN".

9. Enter the desired information into the Fiscal Year field. For example, enter "2013".

10. The period range for which the report will run defaults.

Update the period range for which you want to run the report in the From and To

Period fields.
11. Click the Refresh button.
12. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

13. Click the Save button.

14. Click the Run button.
Run
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

Enew Window ? Help [ Personalize Page & hiip

Process Scheduler Request

UserID: VF1 Run Control ID: RTR 1.9.10
server Name: || NNERNENINNNE - Run Date: [11/01/2012 il
Recurrence: - Run Time: [3:08:00AM | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format is tributic
I Joumnal Line/Accounting Entry GLS8012 SQR Report [weo =] [PoF =] Distriution
oK Cancel

Step Action

15. The Process Scheduler Request page displays.
Accept the default fields on this page.

Click the O_K button.
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Favorites = Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

Journal Line/Accounting Entry Reconciliation Report

Home:

Workiist |  MuliiChannel Console |  Addto Favorites | Sign out

& New Window ? Help [& Personalize Page B http =]

nEn

Run Control ID:  RTR.1.9.10 Report Manager Process Monitor |

Language: Engish 5] Process Instance:12746

Report Request Parameters

“Unit: [mooup

“Ledger: [acTuas Journal Status:
*Accounting Definition: |aPDEFN Journal ID: [ e

+Fiscal Year: [ 2013 I Include Adjustment Period

“From Period: I *To Period: [ 12

ChartField Selection personalize | Find | HI

Sequence ChartField Name Include CF Descr Value To Value

[ 1] Program Cost Account = - Q | Q =
|2 Fundcode =2 o a | Q

[ 3 Account 2 | Q | Q

|| |sourceType r | a | Q

[ |actiy r | Q | Q

[ | Appropriation Year r [l a | Q

|| |Batch Agency r - | a | Q

[ |category r | Q | Q

[ Progam r r Q | Q =
|| Appropriation Number r - a | Q

|| Fundafiiate i - a | Q

|| |Operating Unit Affliate r | a | Q

[ | anawsisType C C Q | Q hd

Step

Action

16.

Click the Process Monitor link.
Process Monito

Take note of the process instance number in the top right corner of the page.

Favorites  Main Menu > General Ledger > General Reports > Journal Line/Acctg Reconci

Home:

Worklst

/Add to Favorites

| MukiChannel Console |

Sign out

ENewWindow ? Help [& Personalize Page B\ hitp

user ID|vP1 aQ Type | o [Last =l [ 10 [minwes =] | Refresh |
Server =l Mame| @ instance o
Run Status - Distribution Status [ ] [+ Save OnRefresh
Process List Personalize | Find | View A Fist K1 12012 O Last
Select Instance Seq. Process Type ::'“D:“ User  RunDateTime Run Status w Details
= 12746 SQR Report GLSBO0T2 VP1 110112012 9:08:00AM PDT Success  Posted  Defails
W 12745 SQR Report GLSBO12VP1  11/01/2012 9:04:34ANM PDT Success  Posted  Defails

Go back to Journal Line/Acctq Reconcil

|B save | [ hotity

Process List | Server List
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Step Action

17. The Process Monitor - Process List page displays.

The process you ran is listed by process instance humber.

18. If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.

19. Click the Go back to Journal Line/Acctg Reconcil link.
o backto Journal LinefAcctg Reconcil

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Line/Acctg Reconcil

EMew Window ? Help [& Personalize Page B} hitp
Journal Line/Accounting Entry Reconciliation Report

Run Control ID:  RTRA.2.10 ReportMlanager  Process Monitor (=RU™

Language: -
Report Request Parameters

“Unit MDJUD Q
“Ledger: [fcTUALS @ Journal Status: | |
=Accounting Definition: [APDEFN @ Journal ID: [ &
“Fiscal Year: [ 2013 I~ Include Adjustment Period
“From Period: [ “To Period: [ 12
Refresh
SR Find | B | 2 First K1 420 0720 I L ast
‘Sequence Chartfield Name Include CF Descr  Value To Value
[ 1| Program Cost Account ~ [mi| Q | Q =
[ 2| FundCode I C o a | aQ
[ 3| Accoumt 2 [mi| Q| Q
[ fliate - - a | Q
[ | Operating Unit Affliate r C | a | aQ
[ | Analysis Type r o Q| Q
[ | Appropriation Year r C a | aQ
[ | PcBusiness Unit r C o a | aQ
[ | Appropriation Number mf [mi| Q| Q
[ | curencyCode r C o a | Q o
[ | Depanment mf [mi| Q| Q
[ iy - | a | Q
[ | BatchAgeney r C | a | Q
— - R =

Step Action

20. Click the Report Manager link to retrieve the report.

Feport Manager
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Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

EMewWindow ? Help [& Personalize Page Bl hitp
Explorer | Administration | Archives

View Reports For
Folder: [JRENRERRIRRIONE =]  instance: to: | Refresh
Name: | Created On:| & [Last =l 1 [pays =]
Personalize | Find | Vievr
e Completion  Report Process
Report Report Description Eolder Name -
Report Report Desoription Folder ame T - Ermo
1 Report

Go back to Journal Line/Acctg Reconcil

B Save |

List | Explorer | Administration | Archives

Step Action

21. The Report Manager - List page displays.

Click the Administration tab.
|" Administration |

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Line/Acctg Recondi

List Explorer Administration Archives

View Reports For
User ID: Jvp1 Type: [ ~ | [ =t - 1 Days -

EMew Window ? Help [& Personalize Page B} hitp

status: | =l Folder;] )
150 of 77 O Last
Select :‘;—&‘pr—rﬁ Description %;::Ie Format Status  Details
r 9508 12746 |Journal Line/Accounting Entry ;L’g‘nﬂﬁ ?”;3%3' Posted  Delails. N
r 9597 12745 |Joumnal Line/Accounting Entry ;10’213%:&2 ?f;”d%a' Posted  Details
] 0506 12744 |Journal Entry Dil Rep winlirib ;ggtﬁxf ?f:;%" Posted  Details.
r 9505 12743 JnumalEmmDuRegwmnﬁxf ?”;3%3' Posted  Delails.
r 9504 12742 Bl Publisher emply dir clean ;3:315/%2&2 lﬁgs g;’;‘e ;
()
Text
r 0503 12741 BIPublisher Archive ;3:315/%2&2 ?\;‘s) g;’;‘ed
] 0502 12740 |Process Scheduler System Purge ;3:313/%2&2 ?f:;%" gs;‘ed
r 9591 12733 |Journal Eniry Dil Rep wiAlirib .1,03’1315%%2 ?”;3%3' Posted  Delails.
r 9590 12732 |Trial Balance Report ;2’;15%2 ?f;”d%a' Posted  Details
[ 0580 12731 |Trial Balance Report ;01’313%%2 ?f:;%" Posted  Details.
r 0588 12730 |General Ledger Summary gns‘s%g:f ?”;3%3' Posted  Delails.
r 0587 12720 Email 20311%%2 lﬁgs Posted  Details
()
r 9586 12728 [Vendor Contract Dispatch/Print g%’ﬂ%ﬂ:ﬁ ?f;”d%a' Posted  Details
B s somrmr] (PR AL peser oeas .
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Step Action

22. The Report Manager - Administration page displays.

Click the Journal Line/Accounting Entry link for the report you just ran.
Wournal Line/Accounting Entry

23. The Journal Line/Accounting Entry Reconciliation Report displays in a new
window.

Print the report, if desired.

24. You have successfully completed the Running the Journal Line/Acctg
Reconciliation Report topic.

You have learned how to:
- Run the Journal Line/Acctg Reconciliation report
End of Procedure.
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Course Summary

v

You have successfully completed the GL220 Creating and Managing Journal Entries (DBF)
course. In this course, you have learned how to:

Congratulations!

o Create and post journal entries for reclassifications, adjustments, a accruals, one-sided
transactions (that do not go on the Daily TRN file), Inter-Agency Payments

Create Standard Journals to generate recurring journals or to create template journals
Unpost journals

Process a group of journal at one time (i.e., in batch)

Use General Ledger online inquiries and reports to view journal and accounting
information

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@mdcourts.gov).
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